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Personal Information

Gender                :             Female

Nationality         :             Indian

Marital Status    :            Married

Visa Status    : Residence   (Husband Sponsored)

Date of Birth  : 10/06/1975

Driving License

Expiry Date    : 02/11/2020

Place of Issue : Dubai

Languages Known 

English, Hindi, Malayalam, Tamil and Gujarati. 
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Career Objective                                                                   
To achieve a sound position in the corporate world, and perform tasks requiring strong analytical as well as interpersonal skills, leadership and project coordination. 

I would like to work in conjunction with the Company's goals and objectives, and prove to be an asset for the organization. 
Academic qualifications

· Executive MBA from Institute Of Management Technology(IMT Dubai) specialization Finance, 30th April 2014.
Project: Acquisition of Technology Ventures by Chalmers - Valuation Perspective.
· B.Sc Computer Science from C.T.T.E College, Chennai, Tamil Nadu, India in 1997.  (MADRAS UNIVERSITY)
Project: Developed Secondary Sales System in Foxpro 2.6 On Dos Platform For M/S Britannia Industries Limited, Chennai.  

· Pre-Degree from B.C.M College, Kottayam, Kerala. India in 1993. (Mahatma Gandhi University)
· SSC  from St. Gregorios High School, Jamnagar,  Gujarat, India in 1991.
Professional Qualifications and Certificates
· Executive MBA Academic Excellence Award in obtaining second highest CGPA of 3.76 out of 4.00. April 2014.

· Passed IATA/UFTAA Foundation and EBT (GALILEO) Course with Distinction in General Paper. March 2007.
Technical Skills

Operating Systems
Computer Applications  

:      Windows 8/10/XP/Vista
 :     Proficient in MS Office – MS Excel :   Familiar with power query, power pivot, pivot tables, Pivot Chart, vlookup, Match, Index, MS Word, MS Outlook, MS PowerPoint, MS Access.

Programming

Language

GDS              

:  SQL, C, PASCAL, COBOL…

:      Have worked in various 
Accounting System
  Computer Reservation Systems(Airline) like MARs, Farelogix, Galileo. 
:     Sage 50 Accounting System, INFOS from PROLOGIC.
Work Experience

Consultant : in Dubai, U.A.E.

(From May – 2014 To Date)

Responsibilities held:

· Have developed and recommended policies and procedures on maintaining an error free accounting system.
· Have done an ABC classification of the inventory and recommended ways to increase the inventory turnover.

· Identified the 20% items in the inventory which made 80% of the sales and classified them accordingly.
· Also classified items as per the frequency of sales in a year.
· Have reconciled the inventory and other transactions by comparing and correcting data.

· Have tracked the financial status and provided information and recommendations to management by doing a ratio analysis of the financial statements.

· Have performed other related functions as assigned.
· I was in charge of the ERP implementation, during a replacement of our SAGE 50 ERP to INFOS (from PROLOGIC) ERP system.
Senior Admin Assistant:  in Yield Management department, Emirates Airlines Headquarters (EGHQ), Dubai, U.A.E.
(From Jun – 2011 To April - 2013)

Responsibilities held:

· Worked for Revenue Integrity team. Assisted in the smooth operation of Farelogix Reservation System, through prompt assistance and resolution of problems, recommending solutions and maintaining integrity of database thus assuring a high level of client satisfaction. 

· Investigate system-related issues and faults and raise the same with the technical support team.
· Report Generation.(Fortnight reports and Daily Booking reports country wise, BSP reports)

· Agency creation and User ID creation for Agents using Farelogix Reservation System.

· Handling mails and responding to queries from Agents regarding the PNR Pricing, Waivers, Refund tickets, etc..

Handling any issue related to Farelogix System.

· Run ad-hoc queries on various database using MS Access.  
· Liaising with Farelogix Technical Team to resolve system issues.
· Liaising with Pricing Team to resolve PNR pricing issues 
Or file fare in Farelogix.

· Liaising with the Archive Team to resolve Technical issues, with the FAM and Station to resolve TCM issues, liaise with CRM and Revenue Accounts (EKRA) for Agency approval and issue NSA code.
· Uploading FLX issued tickets that are reported and Rejected by BSP in a certain module prepared by Systems team for further control check.
· Training new staffs on new jobs.
· Testing any new enhancements and process in the FLX system.
  
Admin Assistant:  Emirates Airlines, at EGHQ Dubai, U.A.E. Revenue Integrity, Yield Management department.
(Sep – 2008 to Aug -2009)

Responsibilities held:
· Worked for Farelogix Reservation System as Support desk.

· Report Generation.(Fortnight reports and Daily reports country wise)

· Creation of Additional IDs for Agents working in Farelogix.

· Handling mails and responding to queries from Agents regarding the system.

· Pricing a PNR in MARS as well as Farelogix system.

· Perform Coupon Change in a PNR if requested, Link ticket number to PNR, Checking Purged History of a PNR using Calidris and handling issues regarding Refunded ticket, Denied Boardings or Option Vouchers.

· Send a daily report to the Airport before 0800hrs informing the expected number of Off Loads for various flights (CRITICAL).

· Performing various checks (in MARS) in PNRs for Revenue Optimization. (Checking for Dupes, Wrong class, Dupe segments, Expired timelimits, etc.)

· Handling Confirmation Queues. (Waitlist Promotion)

· Run ad-hoc queries on various database using MS Access. 
· Extending ticket timelimit in a PNR or swap seats from one PNR to another. 

· Allocate seats in waitlist when requested by Flight Controllers. 

· Obtaining ticket details from Rapid as per request for the purpose of issuing Denied Boarding vouchers.
Ticketing and Sales Agent Trainee:  Air-India, Calicut branch in Kerala, India.

(Jun 2007 – Aug 2007)

Responsibilities held:

· Front office - Ticket booking, Issuing, Reissuing, Revalidating, Reconfirmation.
· Worked as sales assistant for the Sales Manager in Air-India.
Computer Instructor: CDAC-Pace, a Computer Institute in Vadakara, Kerala, India.

(Jun 2003 – Sep 2006)

Responsibilities held:

· Assisting students in the Computer Lab.

· Teaching Computer Science.



