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PROFESSIONAL SUMMARY
Proactive and top-performing logistics management specialist with extensive experience in various supply chain management, warehousing, and material handling techniques, known for having excellent time management, communication, and customer handling skills. Extensive experience in developing sourcing strategies, encompassing vendor identification, development, and analytical assessment, to strengthen supply chain effectiveness. Expertise in implementing cost-saving measures to substantially reduce man-days, production cost, raw materials, and energy consumption. Demonstrated abilities in leading and motivating large teams organizing training programs for enhancing personal skills. Displays outstanding ability to plan, coordinate, and implement practices and procedures to bring significant improvements in efficiency, productivity, and processes towards the successful attainment of individual and organizational growth.

CORE COMPETENCIES
Organizational Skills | Excellent Customer Service | Planning and Organization | Excellent Communication Skills | Problem Solving | Critical Thinking Aptitude | Conflict Resolution Expert | Energetic Work Attitude | Highly Organized Professional | Time Management Aptitude | Detail-Oriented | Teamwork and Collaboration | Relationship Management | Personal Creativity Effectiveness | Accountability/Responsibility | Contract Management

PROFESSIONAL HISTORY
[bookmark: ·_Review_business_credit_cards_during_on][bookmark: ·_Appropriately_escalate_potential_BSA/A][bookmark: ·_Assist_with_fraud_process_implementati]Shipping Administrator										Feb 2012 - Present
Momeni Inc. - Forest Park, GA
· Responsible for preparing bills of lading, providing quality service to customers and associates, fixing error reports, and managing FedEx/Ups shipments.
· Responds to telephone inquiries, providing quality service to customers and associates inquiring about the availability of products or status of orders.
· Works closely with equipment managers and suppliers to ensure effective cost reduction strategies and implementation plans.
· Improves bookkeeping by troubleshooting to identify areas in need of betterment and subsequently streamlined processes accordingly.
· Develops business by gaining new contracts, analyzing logistical problems and producing new solutions.
· Resolves problems concerning transportation, logistics systems, imports or exports, or customer issues.
· [bookmark: ·_Worked_within_the_area_of_Complaints_M]Liaison between warehouse, customer, transportation and customs to ensure maximum efficiency.

Administrator											April 2009 - Dec 2011
R & S Inc. - College Park, GA
· Collaborated with junior staff to ensure a smooth workflow, coordinated with HR to resolve any issues that arose, and maintained all licenses and Companies House records.
· Utilized exceptional experience preparing company policies, procedures, reports and documentation during that facility's management transition.
· Directed, reviewed, and optimized office operations to increase accuracy, productivity, and efficiency and reduce costs.
· Built a high performing team which improved employee communication, productivity, and motivation.
· Supported company leadership and supervising administrative department activities for staff members.
· Responsible for all company secretarial functions, duties and responsibilities.
· Updated and maintained all licenses and Companies House records.

Bookkeeper											June 2005 - July 2006
C-Point Inc. - Kew gardens, NY
· [bookmark: ·_Continuously_monitored_and_analyzed_fa][bookmark: ·_Maintained_company_standards_for_settl][bookmark: ·_Prepared_and_sent_letters_to_claim_par][bookmark: ·_Assisted_in_the_training_of_new_employ]Excelled within time-sensitive, fast-paced atmospheres while implementing highly efficient and accurate procedures to maximize productivity, performing effectively within independent and team-oriented environments.
· Comprehensive experience accurately and expeditiously managing financial information, accounting procedures, and tax preparation to drive efficiency and top-notch accuracy.
· Supervised invoice processing, purchase orders, expense reports, credit memos and payment transactions
· Responsible for balancing monthly general ledger accounts, payment transactions, and customer invoices.
· Created and followed up on performance evaluations to increase productivity and reduce turnover.
· Balanced monthly general ledger accounts to record costs and month's end accurately.

EDUCATION
Punjab University - India	May 1997
Bachelor in Commerce

Certification
Microsoft Access, Excel Certification                                                                                                        2003
APTEC Institute - India

Capstone Accounting Project                                                                                                                     2010
Clayton State University, GA

Languages
English: Native language
Hindi & Punjabi: Intermediate Listener, Novice Speaker, Advanced Reading and Writing
