RESUME

[image: image1.jpg]


Gulfjobseeker CV No: 92172
To interview this candidate call 971505905010
Or email us back filled up Vacancy Form

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc  
OBJECTIVE
      To get associated with a challenging position in a fast paced environment for performing to apply my skills and keep abreast with latest trends and work dynamically towards the growth of the organisation.
PROFESSIONAL SUMMERY

· Result
driven
professional with 3.9 years of experience in Administration level and 2 year experience in Airline Industry.
· Extensive skill in Customer
Service, Transportation in-charge and
Handling customer queries and grievance.

· Intensive Experience in Ground Operations, skills in Shift In charge, Check-in Counter 

ACADEMIC CHRONICLE

· Graduate  in Business Administration
· Plus Two in Commerce - Board of H S E Kerala.

ADDITIONAL QUALIFICATIONS

· Diploma in IATA- FIATA (Montreal, Canada)
PROFESSIONAL EXPERIENCE 
CONSTRUCTIONS 10’thJAN 2013 TO 15’th OCT 2014 

Designation: ADMINISTRATION EXECUTIVE 

· General Administration
· Responsible for travel arrangement for all employees.
· Maintenance of driver’s room and front office.
· Store Management

· Consulting Government: Municipality NOC, Electrical HT connection and for other statutory compliance.
· Reports for day-today activities maintaining.

AIRAWAT AVIATION – 27’SEP 10 to NOV 2012
Designation: CUSTOMER SERVICE AGENT        

(AIR INDIA) Cochin International Airport LTD
· Check-in Counter 
· Reservations and Ticketing
· Boarding Gate 
· GD(GENERAL DECLARATION)
· Documentation and Manifesting.

SPICE KERALA TOUR OPERATION Mar 1’st 2009 to Jul 15’th2010 
Designation: ADMINISTRATION EXICUTIVE  

· Domestic and International Tour Package.
·  General Administration
· Responsible for travel arrangement for all employees.
· Travel and Hotel booking,

· Maintenance of driver’s room and front office.
· Hotel and Travel: Arranging transportation for staff, checking the timely service, flight Booking

· Reports for day-today activities maintaining.
COMPUTER PROFICIENCY

· Competent knowledge in MS-Office, Power point, Word
· Working knowledge in Aviation systems SITADCS, Amadeus, Abacus, and Galileo
DECLARATION:
 I hereby declare that the above details are true and correct to the best of my knowledge and belief.
�


PERSONAL INFORMATIONS


                    


 D O B:   17 AUGUST 1987





Nationality:   Indian





Marital Status:  SINGLE	  





Visit VISA validity





Gender: Male


Religion: Hindu, Ezhava


LANGUAGES KNOWN


English to Speak, Read and Write.


Hindi to Read and Write.


Malayalam to Speak, Read and Write.





SOFT SKILLS


Ready to Accept Challenges.





Ability	to maintain long-term customer relationship.





Co-ordinate with Department 


heads. Presentable with good communication	and administration skills.




















ACHIEVEMENTS





Internship Training on ‘Quality management and Customer satisfaction’ from AIRINDIA


 Amadeus Basic Functionality course





Enter The World of Automated Ticketing














                  














     

















