[image: ]
	[image: ]
	
	



OBJECTIVE                                                                                                                             

Experienced Imports-Export Assistant who is well-versed on customs paperwork and procedures. Adept at accurately filling out customs paperwork utilizing computer inventory software and maintaining contact with clients throughout customs process. seeks an opportunity to utilize the best of knowledge and skills to deliver optimal outcomes that will greatly facilitate the smooth functioning of the processes, thus aiding the company's advancement.


	
ASEER KABEER
Imports assistant

Contact
PHONE:
+973 33094441


EMAIL:
Aseerk9539@gmail.com



LinkedIn:
linkedin.com/in/aseer-k-b2684739/
 


	
	                                                                         
WORK EXPERIENCE

Company: LANDMARK GROUP (AL RASHID GROUP BAHRAIN)
Designation:  IMPORTS ASSISTANT                                                      Duration: 2016 – At Present
                                 
· Preparing cost sheets for landed shipments and updating same in Oracle ERP platform.
· Respect of import/export rules, Government Compliance and procedures for all import/export transactions.
· Interface with internal and external stakeholders, freight forwarders, customs brokers, customs officers and other functional areas to ensure coordination and logistics of shipments.
· Manage customs duty, tax programs and all related record keeping.
· Timely updating of shipment details in Supply Chain Portal.
· Knowledge & Handling of export shipment document as per customer requirements.
· Processing the documents of each shipment based on the Schedule daily with proper follow up and coordination with Supplier/Bank/Clearing Department.
·  Coordinating with Finance dept: regarding payments, also with bank for getting the documents on time to clear the shipments without demurrage and storage charges.
· Regular monitoring of the Shipments arrival and clearing by coordinating with the shipping companies (Liner/Forwarder) in Bahrain, also ensures the clearing is done within the TAT given by Company/shipping Company/Port.  
· [bookmark: _Hlk24191360]Processing of Exports towards various countries outside Bahrain.

·  Maintaining Petty cash float for day to day Expenses.



Company: LANDMARK GROUP (AL RASHID GROUP BAHRAIN) Designation: DELIVERY COORDINATOR IN HOME CENTER              Duration: 2015-2016

· Monitor and manage vehicle pipeline flow and appointment calendars to ensure an accurate and efficient delivery process.
· Coordinates with tired-party Transport service provider.
· Maintaining Proper records for delivery activities.


Company: LANDMARK GROUP (AL RASHID GROUP BAHRAIN) Designation: ACCOUNTS ASSISTANT.                                                        Duration: 2014 - 2015


· Examine Daily sales report to verify Cash flow.
· Reconciled accounts, bank statements and financial data for reporting.
· Maintain Petty Cash book.
· Receiving of contributions from Shops through bank slips.
· Prepare monthly reports.
· DSR Handled more than 53 shops
· Processing monthly reports for credit purchase 


 Company: Accounts Service society
 Designation: Trainee
 Duration:  2012-13

· Maintain Sales Reconciliation.
· Maintain Petty Cash Book.
· Maintain day to day books of Accounts in Tally.
· Invoice receiving and book keeping.

REWARDS AND RECOGNATIONS

· Certificate of appreciation Received for exceptional efficiency to clear critical shipments for oasis Mall – Juffair Project.
· Received a certificate for Prize winner employee.
· Received an Appreciation Certificate for Symphony Achievement in 2014-15.



TECHNICAL AND FUNCTIONAL STRENGTH 

· Certified Emergency first Aider.  
· Knowledge of Tally 7.2&9.0 ERP & ERP Software.
· Knowledge of MS-Office, MS Excel.
· Able to work as an integral part of a strong team.
· Having valid Bahrain driving license.
· Proficient with various logistics software: RMS, WMS, GDMS, SCP.
· Excellent communication skills.
· Critical thinker.
· Highly organized.
· Ability to Work Under Pressure
· Adaptability
· Teamwork
· Quick learner
· Handled various departments in Landmark Group as Accounts, Logistics, Imports
·  Time Management
· Active Listening
ACADEMIC QUALIFICATION

                                                                                2012 – 2013
Diploma in Professional Accounting
                                                                          
                                                                         2009 – 2012
Bachelor of Commerce with Computer Applications, University of Kerala


REFERENCE

Mr. Paul Camilo (Imports Manager, Landmark group)
Phone Number: +973 38382515, 17116325

Ms. Khadija Jamsheer (Senior Accountant, Landmark Group)
Phone Number:17116223

Mr. Nooruddeen Othiyil (Accounts Manager, Landmark Group)
Phone Number: 17116205
 

DECLARATION

        I hereby declare that all above-mentioned information is in accordance with fact or truth up to my knowledge and I bear the responsibilities for the correctness of the above-mentioned.


Date 28.10.20                                                         Signature
                                                                         Aseer Kabeer                                                                                                                                                     
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