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GROUND STAFF ( CLIENT RELATIONSHIP ( ADMINISTRATION ( HOSPITALITY

· Sincere, diligent & competent professional with over 10 years of rich and diverse experience of serving the customers skillfully and in an overwhelming manner with Air India Singapore Airport Terminal Services, Oman Air, Air Sahara and Destinations Travel & experience of having worked with U.S. Consulate General, Hyderabad as a Mail Supervisor.  I posses following traits

· Must have the ability and specialized skills to: plan, organize, and coordinate the work of others;
·  plan numerous events occurring simultaneously and at different locations;
· Must have the ability to demonstrate excellent customer service while working with faculty, staff, guests, clients, and co-workers;
·  Ability to work well with others and able to excel in a team environment
·  Strong ability to communicate effectively with others, both verbally and in writing

· Ability to read, write and perform arithmetic calculations at a level appropriate to the duties assigned.​ 
· Ability to work under pressure and meet deadlines
· Able to exhibit good judgment in making decisions and maintain good customer relations. Apart from my widespread office experience. I am also rich in strong communication. My extensive back ground makes me an outstanding applicant for any of the company based position. 


PROFESSIONAL EXPERIENCE
Company: Aptech Aviation& Hospitality Academy (Franchise)
Designation:  Senior Trainer cum Operation Manager
Location: Masab Tank Hyderabad
Duration: Since May 2013 – Till Date

Duties & Responsibilities:-

· Scheduling and managing of trainings and audits across the south region branches of Aptech institute quarterly.

· Schedule and provide trainings for staff on new internal tools.

· Preparation of presentations about Aptech to clients.

· Preparation of different reports and documents to track right from student’s enrolments until the final placements of students.

· Apart from training students on aviation’s subjects I also contribute in students counseling, placements, and recruitment of junior trainers.

· Organizing and managing college events with in the allocated budgets effectively.   

· Certified by Aptech institute for Cargo and transportation, Dangerous goods, Load and trim, fares and ticketing

· Working as grooming and soft skill trainer 
Company: Saudi Airlines Catering Services
Designation:  Operation Supervisor Foreign Airlines 

Location: Riyadh (King Khalid International Airport)

Duration: Since 2012 – April 30th 2013
Duties & Responsibilities at Delhi station:-

· Planned and controlled all aspects of the operation at Operation Department of Foreign Airline maintaining equipments and managing team to meet the requirements. Oversee the entire local and Airline equipments as per the safety procedures laid down the Catering Operational Manual as per the standards of the Foreign Airline. 

· Attending Briefing the Senior Supervisor of Foreign Airline with the Manager Equipments Operation.

· Monitoring & Rounding of Foreign Airline Rack Area, Holding room where we kept Meal carts for the dispatch.

· Daily Plan with the Foreman on duty regarding the staff movement and for the production of meals for the day to day flights.

· Making the Special Meals which is requested by the Airline for the passenger and make it available before the deadline.

· Issue the charging note to dispatch to meet the local items requirement of the airline & keep on changing the cycle menu once in a month. 

·  Update the catering order send by the different airlines and also brief the down the line staff accordingly the changes occur in meals.
Worked as Duty Officer for the Upcoming Hajj Operations 2011 
Company: Saudi Ground Handling Services (SGS)

Location: Jeddah International Airport (KAIA)
Duration: 2 Months (29th Sep 2011- 7th Dec 2011)
AIR INDIA SINGAPORE AIRPORT TERMINAL SERVICES [AISATS]                                                                 

June 2007 – Apr 2009 at RGIA (Hyd) & Dec 2010- 13th June 2011 at IGIA (New Delhi)
Duty Manager 

Duties & Responsibilities at Delhi station:-

· Total Shift responsibility for more than 50 staff and 25 + on time departures

· Overall In charge of GSE (Ground Support Equipments) total control of all GSE in the vicinity of the aircraft for a safe and expeditious turnaround of the aircraft conversant with Apron safety rules & regulations.
· Active supervision of entire ramp activities including Boarding/ Deplaning of passenger’s Loading/ Off loading of cargo  ULD’s/Couriers/OBC, Baggage ULD’s, Boarding clearance, controlling vehicle movements, Push back etc.

· Duties involved supervising loading and unloading of different types of Aircraft while liaising with Cambata Cargo for quick transfer of cargo and coordinating with other GHA’s, Airline Representatives and Load Control Officers for ramp assistance.
· Motivating staff to work in a quick safe and effective manner to ensure flights depart on time.

· Manage effective measurement systems to monitor the performance of entire ramp team.

· Ensure communications within the department are effective and consistent.

· Ensure appropriate reporting of all accidents and incidents incurred whilst on duty.

· Forwarding shift end duty Manager Ramp service reports to Ramp Manager, Vice President of ramp services of AISATS.
· Record accurate details of individual flights to enable post flight reconciliation. 

· Manage the allocation and performance of staff for all flight movements to achieve optimum coverage in order to provide the required levels of service delivery. 

· Responsible for Administration work i.e. Ramp staff attendance, Roastering of staff & leave coverage.

· Responsible for Ramp self Audits. 
OMAN AIR [SEEB INTERNATIONAL AIRPORT MUSCAT]                               Oct 2006 - June 2007

Asst-III-Ramp [Ramp Services Department]
Pre flight

· Check & updates staff allocation plan for Apron services to ensure that all fights is being handled by adequate Equipment operators, Drivers & Porters.

· Coordinate with G.E. Support Team to ensure that all ground equipment are operationally safe to use & take necessary actions steps to repair.
· Worked as Baggage staff reconciliation of Arrival & Departure baggage’s in Baggage Build up area, Baggage Transfer desk for foreign airlines and Baggage arrival area for the safe transfer of baggages for arrival passengers. Take out all details of Baggage list from system for particular flight.
Flight on Ground

· Monitor & Liaise with Supervisor- Airside to ensure that loading & Unloading activities are carried out as per the various airline  requirements, the service level agreements with regards to baggage & cargo loading/unloading are adhered to & that the on-time performance (OTP) of flights are maintained.
Post Flight
· Prepare shift Report giving complete information of loading & unloading of the departed fight for record purpose & future reference.
AIR-SAHARA [RAJIV GANDHI INTERNATIONAL AIRPORT]                           Feb 2005 - July 2006

Customer Service Assistant
· Worked in all the Commercial department of Airline including Arrival, Departure, Security Hold Area, Check INS, Floor Walker, handling incoming/ outgoing passengers, Baggage Make up Area, Ramp Section including Load and Trim.

· Worked as a Ramp Agent. Gained basic knowledge of load and trim of A320. Worked at Mishandled Baggage Area and raised property irregularity report for mishandled baggage or the baggage which hasn’t arrived at destination.
DESTINATIONS TRAVEL - Hyderabad                                                                     Apr 2001 - Dec 2004

Counter Sales Agent & Marketing

· Maintain existing levels of business & aim for positive growth with all sectors of Indian market.

· Responding to incoming email & phone enquires

· Maintain good work relationships with all the corporate clients.

· Produce an informative weekly report to manager on all relevant issues & market information.

· Whole sale operations as contracting, reporting, reservations, fax mail.

· Phone Support: check availability for agents offer incentive to close sales offer up sell options.

· Reservation Checks: Prevent 3rd party cancelled reservations from being over booked.

· Accounting: Send invoices, Bi- weekly run credit cards weekly post received checks

· Competitive Analysis: Shop competitor sits for packages & promotions.

· Advertising promotions & social media campaigns are lesser part of job.

Achievements:

· Recipient of a Group Compliment from Mr. Amaranth Airport Services Manager Emirates Airlines for expediting the Emirates Fight on 30th January 2009 with in the stipulated ground time of Aircraft.
EDUCATIONAL CREDENTIALS

PS800: Cyber Security Awareness 2009

Foreign Service Institute, U.S. Department of State

Post Graduate Diploma in Computer Application 2007

V.J Institute of Computers, A.P., India

Diploma in Travel Management 2003

Explorer Travel School, A.P.

Diploma in Galileo Central System Course 2003

Galileo India

B. Com. 1998

Osmania University

Trainings Attended

· Certificate of Training in Transport of Dangerous Goods by Air in the year 2006, conducted by Oman Air Services

· Aviation Security Awareness Training organized at GHIAL Training Centre, RGIA in Nov 2008



Date of Birth: 5th December 1975

Languages Known: English, Urdu, Hindi & Telugu

Hobbies: Swimming, Traveling, Reading

References: Available on Request
