
REKHA TANWAR
Maidan Garhi, New Delhi – 110068
Email: vishupari58@gmail.com
Mobile: 9811205488 | 9711845533

PROFESSIONAL SUMMARY
Senior Export & Logistics professional with 15+ years of experience in export documentation, LC handling, freight negotiation, transportation, dispatch planning, and bank coordination. Proven ability to manage end-to-end export operations independently while ensuring compliance with LC, PO, and PI terms.

CORE SKILLS
• Export Documentation & LC Compliance
• Freight Negotiation (Sea & Road)
• Domestic & Export Transportation
• BL, COO, SAFTA, VGM, Shipping Bills
• Bank Submission & Discrepancy Handling
• MIS & Google Sheets Reporting
• Payment Follow-up & Coordination

PROFESSIONAL EXPERIENCE
Assistant Manager – Planning & Export Operations
JJ Enterprise, Delhi (Nov 2018 – Present)
• Handling complete export operations from booking to final document submission
• Reviewing LC drafts and ensuring compliance with PO/PI
• Preparing Invoice, Packing List, BL, COO, SAFTA, Shipping Bill, VGM
• Coordinating with banks, forwarders, CHA, and transporters
• Negotiating freight and managing dispatch schedules
• Verifying transporter and forwarder bills

Office Assistant
Business System India Ltd., New Delhi (Mar 2015 – Oct 2018)
Reviewing LC drafts and ensuring compliance with PO/PI
• Documentation, AutoCAD drawings, MIS reports
• Customer communication and coordination
• HR interview scheduling support

Office Coordinator (CCE)
Artlite Illumination Pvt. Ltd., New Delhi (Sep 2010 – Feb 2015)
• Preparing quotations, PI, payment follow-ups
• Sales and client coordination

Computer Operator
Café Coffee Day Express, New Delhi (Dec 2008 – Jul 2010)
• Order processing, vendor coordination, MIS

EDUCATION
MA (Public Administration) – IGNOU
BA – Delhi University



TECHNICAL SKILLS
MS Word, Excel, PowerPoint, Google Sheets
AutoCAD 2014, Basic Tally
English & Hindi Typing

PERSONAL DETAILS
DOB: 16 December 1984
Nationality: Indian
Languages: Hindi, English
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