Amal

Amal.222489@2freemail.com 

***************************************************************************

CAREER OBJECTIVE: 

Seeking an Administration, Logistics, Co-ordination, Customer Service and Human Resources related positions where my professional experiences and education will allow me to make an immediate contribution as an integral part of a progressive company.
CAREER SUMMERY 

2 years experience in Travel Desk co-ordination and Expert in travel logistics, planning and Business development with proven ability in achieving the business goals of the organization.

WORK EXPERIENCE:

Designation  : Travel Desk Executive
Duration       : January 2013 to December 2014
JOB PROFILE:

· Arranging Car Rentals, International air ticketing ,Domestic air ticketing, Rail ticketing, Travel Counseling to customers.
· Assistance for Travel Bookings, Travel Policy and Procedure, Policy Implementation, Training, Domestic and International Travel Arrangements, Expatriate Management.
· Completes daily passengers manifest. 
· Encodes and updates travel database system for all the arranged travel that had been made and finalized including amendments. 
·  Assisting general travel queries of employees, fare quotations, flight changes and delays.

·  Provides monthly report on all bookings made.
·  Reviewing and analyzing costs to ensure cost efficiency  
· Provides recommendations to the HR Travel Manager and HR team on improvements to the current system, policies and procedures.
· Liaise with employees and/or their Administration teams regarding their travel and accommodation. 
·  Oversee the daily tasks and provide support and guidance where required. 
·  Performs other related duties and assignments as required.
EDUCATIONAL QUALIFICATIONS

· Gratuation Completed.
· Vocational Higher Secondary from kerala State Educational Board
PERSONAL SKILLS

· Positive and confident personality with strong work ethics.

· Adaptable to diverse range of work environments and good learner.

· Ability to collect, consolidate, organize and prioritize business needs

· Effective communication and team-building skills

COMPUTER PROFICIENCY

Well-versed and familiar with general computer programs. Skills include fast typing ,working on MS-word, MS-excel, Windows and Internet. 

PERSONAL DETAILS

Date of Birth

: 27th April -1988
Gender


: Male





Place of birth

: Trivandrum, Kerala



Nationality

: Indian





Marital Status

: Single
Visa Status

: Visit visa
Languages Known
: English, Hindi, Tamil, Malayalam

Driving License
: Indian driving license.
Interests & Activities 
: Music, Traveling and Sports.

DECLARATION

I do hereby declare that the information furnished above is true to the best of my knowledge and belief.    

