



  RESUME 

ARUN R. DARAK
A-502 Radha Niwas

Ram Mandir Road

Bhayander (W), Thane – 401 101
Mobile 099870 01901
Mail :- ardarak@hotmail.com
Passport No. F5297725
Objective 

Seeking a responsible and career-oriented opportunity in an organization that could utilize my knowledge and ability in a competitive environment and a part of team that dynamically works towards growth of organization and gain satisfaction there off.
Educational Qualification

B.Com From  MDS  University , Ajmer  in  the  year  2002-2003 

 Diploma in EXIM for Indian Merchand Chember, Churchgate in year 2003-04
Pursing PGDBA (International Business) From Welingkar Institute of  Management development & research, Mumbai 


Technical Skills

Programming languages
   :    M.S.DOS(Wordstar,Tally),M.S.Office

Knowledge about           
   :    Internet(E-mail outlook Express)

Operating System           
   :     MS-DOS , Windows 9X/2000/XP/vista.

                        Ability to work in any type of computerized environment.

Work Experience

Over Six Years of Experience in Export & Import Documentation as Assistant Manager (Exports) with M/S GOVIND RUBBER LIMITED,MUMBAI (A SIYARAM PODDAR GROUP COMPANY) Enggaged in Business of Bicycle Tyres & Tubes, Automotive Tyres & Tubes, Complete Bicycles & Agrimax (Agriculture farm sprayer’s).
· Worked as Export Asst. in M/s Brijmohan Purusottamdas (A Export House), Mumbai for the Period. Sep-03 to Feb-2005)

Professional Experience
· Making Pre Shipment & Post Shipment Export Documents 
· Maintaining Registers & Preparing Statements as per Management requirements. 

· Co-ordination with parties, CHA, DGFT as well as bankers

· Tracking of the Export and Import register

· MIS for requirement of Management

· Preparation Price List 
· Reverse Costing Shipment wise (P & L A/c)  
· Preparing Document for Import Shipments.
· Preparing Document for Foreign Exchange Payment (A1 & A2 From)
· Import Clearing of Machinery items , Complete Bicycle & Farm Sparyes
· Preparation of document sets for claim Advance Authorization, DEPB, EPCG, FMS, FPS Restricted Items, and Export House Certificate.

· Filing On-line application for all Licenses.

· Checking of checklist of Bill of Entry & Shipping Bill and confirm the same to CHA.

· Interacting with Shipping Company for release the DO immediately after the shipments have reached at the port & simultaneously issuing the RA to clear the material & avoid the Demurrage & detention.

· Updating & reconciliation the Import statement regularly as per License & Bill of Entries.

· Settlement of Import Payments by submitting the Bill of Entry at Bank.
· Maintaining Invoice wise Master files for every shipment.

· Maintaining Master file of documents like hard copy of applications, ANF, appendixes, photocopy of licenses etc for Advance Authorization, EPCG License, Focus Market Scheme, Market Linked Focus Product Scheme.

· Preparing all CE Certificate i.e. Appendix11A & CA Certificates like Appendix 23 & Appendix 26.

· Checking Advance Authorization application files at DGFT & Collecting Licenses from DGFT.

· Apply for revalidation, enhancement, prorata enhancement & EOP extension.

· Reply the DGFT query as per the instruction of the consultant.

· Preparation of document sets for redemption the Advance Authorization & EPCG Licenses.

· Interacting with Shipping Line for B/L specimen, Fright Negotiating, on line filing the B/L specimen in the MAERSK site. Keep the track of the container on daily basis and e-mail it to our Party.

· Sending the negotiable/non-negotiable documents to the Party as per Payment Terms.

· Coordinate with the Production Dept. for timely stuffing the material as per terms & conditions. Weekly reporting to our Manager about the stuffing, shipments, payments etc.

· Collecting the Delivery reports / arrival notices from concern Shipping Lines for Focus Market Scheme & Market Linked Focus Product Scheme. 

· Interacting with Foreign Exchange Department for discounting/negotiating the L/C documents of the company.

· Checking & Scrutiny the L/C documents before submit at Bank. 

· Preparation of document sets for GR/SDF discharge after received the payment.

· Making application for FIRC & BRC. 
· Maintaining GR/SDF discharge & BRC register.

· Making FOB statement & Export Register.

· Making Advance and DEPB Licence application  onling  and submission to DGFT after the receipt of DEPB licence , preparation of verification doucments and Sale of DEPB with good rates. 

· Give the advance licence break-up to CHA and keeping record for the same 

· Making CHA conract for the Imports shipment 

· Preparing doucments for the Advance Licence Audit Purpose .

· Time to Time Visit  Port / Cusotm office / DGFT / and Plant . 

· Checking and passing of CHA bill’s and ensure that there is no any hidden charges. 

· Follow-up with A/c for CHA payments and issueing advance against our import jobs and keeping record

My Strengths: 
· Self Confidence

· Positive approach

· Adaptable to changes

· Ability to learn new Technologies

· Good team player

Interests 
· Computer Skills

· MS Office

· Data Structures 
Personal Data
Date of Birth   

: 
25-08-1983

Sex                

: 
Male

Nationality      

: 
Indian

Marital Status  

: 
Single

Languages      

: 
English, Hindi                             

Proficiency      

:  
Rajasthani
Hobbies

· Playing  Cricket
· Reading books 
· Listening to music
· Reading news papers and magazines
Declaration 

I hereby declare that the above mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above-mentioned particulars








(Arun Darak)
