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A highly accomplished, skilled and trained Aviation Auditor cum Admin Executive with diverse experience maintaining high level of confidentiality and problem resolution ability and is recognized for willingness to learn and ability to adapt.

CAREER OBJECTIVE:
To pursue a career as an efficient and dependable employee  being resourceful to the organization and adaptable towards my office colleagues ,identifying challenges and implementing short term and long term policies to achieve organizational goals.
CORE COMPETENCIES:
· Possess excellent administrative and interpersonal skills.

· Highly skilled in managing time and organizing work priorities.

· Ability to perform tasks under minimal supervision.

· Possess excellent communication skills and a pleasing personality. 

· IT knowledge including MS Office, Data base, outlook etc.  

· Ability to take good decisions and handle multiple tasks.

· Committed and self motivated.
PROFFESSIONAL EXPERIENCE:
ACCELYA KALE SOULTIONS LTD                                                                   (January 2007– Till date)                              
Airline Ticketing Auditor cum Admin Executive                                              Goa - India

Key Responsibilities:
· Coordinating & Auditing of Travel, Hotel & Visa Applications.

· Assisting in day-to-day operations of the department to ensure efficient and effective support.
· Analyzing internal processes and making recommendations for developing or revising internal procedures to improve operations.
· Tracking and monitoring deadlines to ensure timely completion of audits.
· Proper planning and organization to monitor, evaluate and report accordingly
· Efficiency in doing day-to-day tasks entitled by the reporting authority.
· Assisting managers/supervisors to develop policies and active participation in problem solving techniques.
· Analyze data and reach fast and accurate conclusions, summarizing and articulating positive and negative feedback.
· Supervise the Staff in the absence of Team Leader.
TUCKER INFOCOM SERVICES PVT LTD                                                     (Feb 2006 –  Dec 2006)      
Customer Relation Advisor                                                                                   Goa - India            
Key Responsibilities:                                                             

· Compute cost of travel and accommodations, computer, carrier tariff books, and hotel rate books, or quote package tour's costs 

· Book transportation and hotel reservations, using computer terminal or telephone 

· Plan, describe, arrange, and sell itinerary tour packages and promotional travel incentives offered by various travel carriers 

· Provide customer with brochures and publications containing travel information, such as local customs, points of interest, or foreign country regulations 

· Print or request transportation carrier tickets, using computer printer system or system link to travel carrier 

· Investigate complaints regarding safety violations 
· Examine carrier operating rules, employee qualification guidelines, or carrier training and testing programs for compliance with regulations or safety standards 

· Converse with customer to determine destination, mode of transportation,  travel dates, financial considerations, and accommodations required 

· Collect payment for transportation and accommodations from customer  

JUST DIAL SERVICE PVT LTD                                                                        (Apr 2005 – Jan 2006)                 
Information Retrieval Officer                                                                                              Goa – India                
  Key Responsibilities:

· Handling incoming call from customers.

· Addressing customer needs and request providing correct information in a timely manner.

· Ensuring customer need has been fulfilled by arranging a call back and sending Emails as per requirement. 

· Maintain AHT (Average handling Time) to avoid long wait time on the IVR.

· Supervising and providing training for other information & support staff. 
· Developing internal information resources and networks (knowledge management), via intranet sites.

· Assist in preparing online database of all information needed to be entered in the system for quick reference on calls.

· Conducting online searches for quick retrieval of data and preparing reports
EDUCATIONAL QUALIFICATION:
GOA UNIVERSITY

· H.S.C- Commerce  (St. Francis Xavier)                         Goa, India(2007)
· S.S.C (St. Francis Xavier)                                                Goa, India(2003)
ADDITIONAL QUALIFICATION: 
· IATA (INTERNATIONAL AIR TRANSPORT ASSOCIATION FOUNDATION COURSE):- Successfully completed the prescribed course of study in the skills and techniques of Air Fares and Ticketing. 

· Completed the prescribed course of study in the skills and techniques of Air Fares auditing (part of on-job training).
COMPUTER  LITERACY:
· Database ● Microsoft Office/Outlook ● Internet & Emails  
INTERESTS: 
· Music
· Travelling
· Football
· Swimming
PERSONAL DETAILS:
· Date of Birth:                    23/10/1987

· Nationality:                       Indian

· Hometown:                       Goa, India

· Languages Known:           English, Hindi, & Konkani

Declaration:

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