“Swami – Shreeji”


Curriculum Vitae
	
Personal Details


	Name
	:
	VIHOL MAYURSINH DILIPSINH

	Date of Birth
	:
	09-01-1977

	Address
	:
	A-5,Sarjan Bunglow,
Nr.Swastik Vidhyalaya,

Opp: Dahyalal Park,

Motera(Sabarmati):382424

	Phone No
	:
	9998996230 

	E-Mail
	:
	vihol_mayursinh@yahoo.co.in
viholbaps@gmail.com


	Educational  Qualification

	  Degree
	Board/

University
	Year of  passing
	Percentage/
Grade

	B.COM
	Gujarat.Uni,A’bad
	April – 1997
	50%

	H.S.C

	GSEB
	March – 1994
	54%

	S.S.C
	GSEB
	March – 1992
	64%


	Computer Knowledge


· Software. Completed – ERP (Enterprise Trading Programme.).

· Familiar with MS-Word, MS-Power Point, MS-Excel & Tally 7.2
· Knowledge of Software Operating 

· Knowledge of Internet.( Worked on Outlook)
	 Experience


I was worked with as a Account Assistant since  1st July 1997 To June 1998 in P.Manubhai Medical & Sons. (Wholesaler Of Medicine),Ahmedabad

I was worked with as a Account cum office Assistant  With all office related work like purchase, sales, dispatch etc.   since 1st July 1998 To November 2005 in Kumar Products (Mfg. Of Ayurvedic Medicine) Ahmedabad. Here I Was  using FMS Software for Billing & Account Work. 

I was worked with as Office Assistant in Export Documentation Department (Post Shipment Work) from 15th March 2006 31st March 2009 At Madhu Industries Ltd.(Textile Export Devision) Vatva, Ahmedabad.
I was worked with as a Account cum office Assistant  With all office related work like purchase, sales, dispatch etc.   since 1st April 2009 To November 2010 in Kesarjan Buidling Centre Pvt. Ltd. (Mfg. Fly Ash Bricks Blocks & Pavers), Ahmedabad.

Currenty I am working as a Export Documents Executive from 15th November 2010 to till today At Mahalaxmi Exports.(Textile Export Devision) Ahmedabad.
	  Roles and Responsibilities :


**Entire Export Documentation (Post shipment document)
**Preparing commercial invoices, packing list.
**Preparing Importing country certification, Customs declaration Certificate of Origin etc.
**Sending scan copies of documents to customer after receipt of BL.
**Informing tracking No. of courier to customer with regards to Original shipping documents.
**Responsible for submission of post shipment documents viz. covering letter, invoice, packing list, B/L, Bill of exchange and declarations to bank..
**To maintain co-ordination between related department.
**Responsible for obtaining the Stuffing Permission from customs for stuffing container at factory premises under the supervision of central excise.

** Responsible to obtain the licences or scripts, issued by DGFT, verified by customs
**Maintaining Export data

** Following Up with CHA for Duty Draw Back Statements & Updating the statements and applying for supplementary claim (where ever required)
**  Issuing Agency Commission to the Agents

CURRENT SALARY:  300000/- P.A.

EXPECTED SALARY: 375000/- P.A..

DATE OF JOINING: 1 month from joining letter.  
	Declaration


     I hereby declare that all the information given above is true and to the best of my knowledge.

[Vihol Mayursinh D.]

