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JITHIN 

                                         
  Jithin.182065@2freemail.com    
Objective
To work in a highly disciplined, well-organized environment and obtain a challenging position with a reputable and challenging company where my technical, computational, communication and creative skills can be best utilized for the overall success of the company.
Key Competencies:
· Honesty  
· Communication Skills                           
· Disciplined
· Hardworking with morale character
· Dedicated 
Computer Proficiency:
Operating Systems
:
Windows 10/8.1/7/ XP / Vista 
Special Software
:
MS Office, C
Internet Browsers 
:
Internet Explorer.
Academic Qualification:
1. Professional in Airport Management And Customer Care:
Aptech Aviation & Hospitality Academy, India.
2. Graduation in Commerce &  Computer Application (2010 – 2013): 
Passed with 60% from University of Kerala, India.
Work Experience:



(TOTAL 2 YEARS)
Visa Consultant (VISA process and Emigration Dept.) in 
RIYA TRAVEL AND TOURS INDIA PVT LTD       
From 15th Aug 2015 to 31st Mar 2017
Job Profile:
· Handling all incoming mails regarding Contracts, responding to routine correspondence whenever appropriate, Screening and fielding all incoming phone calls.  
· Reporting directly to the Administration Manager & Operations Manager.
· Preparing, Quoting and Follow-Up of Annual Maintenance Agreements with new and existing clients.
· Answer telephones and transfer to appropriate staff member. 
· Supervise and train other clerical staff.
· Meet and greet clients and visitors. 
· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing. 
· Support staff in assigned project based work. 
· Other duties as assigned. 
Kempegowda International Airport: Bangalore, India: as Project Trainee
From 9th Dec 2014 to 15th Jan 2015
Job Profile:
· Greet visitors and determine whether they should be given access to specific individuals.
· Prepare responses to correspondence containing routine inquiries.
Personal Profile:
Date of Birth


:
26.10.1991
Place of Birth


:
Anchal, Kerala, India.
Sex



:
Male
Marital Status


:
Single
Nationality


:
Indian
Languages Known

:
English,Malayalam and Tamil
Declaration:
I hereby declare that all the statements mentioned above are true to the best of my knowledge and belief.                                           
                                                                                                                                                                                     Jithin 
