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PROFESSIONAL BIOGRAPHY 

Job  Objectives 

To secure a challenging position in a reputed organization that keeps building up technical competence and nurtures professionalism in pursuit of building leadership, personal, social and professional development. I will prove to be a valuable asset to your organization as I am hardworking and self motivated, keen to take up  responsibilities and have no hesitation in accepting new challenges  .

Professional Strengths  
· Strong communication (Oral & written), presentation & interpersonal skills.
· Experience in leading a team and good team player .
· Fast learning, Committed and able to work under pressure.
· Very dynamic, hardworking & proactive. Patient  & Perseverant  with  flexibility 
· Ability to work in a multi-cultural environment and perform under stress situation  
· Time management, analytical and problem solving skills.
· Highly organized and methodical with an eye of accuracy and details
· Strong ability to maintain the highest possible level of client and company confidentiality.

· Exceptional ability to understand the organization and department goals and objectives

· Flexible to accept changes, vibrant, energetic and focused with a high degree of versatility, creativity, commitment and optimism.

· Enriched with the ability to learn new concepts & technology quickly.

· Positive Attitude: Creating a positive work environment.

Educational Qualification 


Bachelors of Commerce (Specialized Subjects Cost & taxation), April 2003   Pune University

Senior Secondary Examination in Commerce, March 2000 CBSE Board, Dubai

Technical Qualification  
Hands on experience with the following packages: -

· Airlines   
Diploma in IATA UFTAA International Travel & Tourism Foundation + EBT from         Monteral, Canada   and   attended Galileo Training from Asian Gulf 

· Computer Skills

Operating System:   Well versed with Windows latest version 2007 & Strong skills in Microsoft Office (Microsoft Word, Microsoft Excel, Microsoft power point  , Microsoft outlook),
Others
:  Fast typing speed and  good knowledge of  the usage of Internet applications 

Related Work Experience

M/s RIDA  INTERNATIONAL TOURISM (DUBAI ) August 2011 to 30 April  2014

    As  Sr. Reservation Agent  - Inbound 
· Coordinating with GCC and Middle East clients (KSA/Qatar/Kuwait/Bahrain,Egypt etc) and Indian market in order to make FIT Hotels, Tours & Excursion booking.
· Making Readymade and Tailor-Made FIT leisure packages for the clients.
· Coordinating  with Hotels and other suppliers for availability and making reservation.
· Coordinating with all kind of Tours supplier in Dubai.
· Making Reservation / Tours & Excursion in venus travel system and preparing itinerary

· Marinating proper filling system for  all the booking confirmed 

· Coordinating with the agents for the LPOS/ Vouchers from the Agents having credit agreement with the company and  collection of the cash Collection form Cash Customer   

· Generating  the final Invoice for the confirmed booking through system.
· Generating DRR reports on daily basis to monitor the target 
· Ensuring all the special requests requested by the agent has been taken care of and to ensure on daily basis  if the client has smooth check in and  check out.
· Maintaining DSR report for the reservation as per the check out dates and reporting to accounts  on daily basis 

· Preparing special allocations after negotiations with hotel sales for the  department during  the major conferences festival , holiday or any  Special event .Monitoring the sale for the same , keeping the agents informed of the unused allocation Releasing the unused allocation  as per the cancellation .Also responsible for  training the new recruit of the department 

   As MICE Coordinator & Operation incharge - 01Sep 2011 to 30 April  2014 
· Making Group Proposals, Quotation after  negotiation with group department for the good rates and availability . Preparing  of  Group Contract and  Itinerary . 
· Following with up agent for the finalization of the group along with the payment

· Handing the on ground operation for the both the markets

· Coordinate with Hotels for blocking the rooms with the roaming list  and making reservation  Coordinate with all the  Tours supplier  and arranging  various land arrangement 
· Follow up on all the payments before the group arrival

· Ensuring on daily basis all the services are excuted as per the itinerary 
M/s SKY LINK TRAVELS  (DUBAI) 06th Feb 11 to 15th Aug 2011 
    As Holiday Consultant - Inbound 
· Handling walk in clients and  Coordinate with client in order to make Hotels, Tours & Excursion booking. Coordinate with Hotels for availability and making reservation.
· Generating DRR reports and preparing LPO’s on daily basis.
· Maintaining monthly DSR report for the reservation department.
M/s  HAMARAIN TOURS  GRP OF HAMARAIN COMPANY  09 Sep 2009 to 12 Jan  2011

     As Sr. Operation Consultant – Inbound

· Coordinate with GCC client in order to make Hotels, Tours & Excursion booking.
· Coordinate with Hotels and Tour agents for availability and making reservation.
· Making Reservation / Tours & Excursion in the accounting system
· Generating DRR reports on daily basis.
· Maintaining monthly DSR report for the reservation department.
· Preparing LPO’s for the daily bookings. 
· Generating Vouchers & Invoice for the confirmed booking through system.
· Recording the sales in the excel sheet 
M/s AL SHAMEL HOLIDDAYS  GRP OF COMPANY ( DUBAI )16th June 05 to 31st July 09 

   As Operation Consultant - Inbound and Outbound 
· Coordinate with branch office in GCC countries and  UAE local agent  in order to make Hotels, Tours & Excursion booking.
· Making Readymade and Tailor-Made FIT leisure packages for the clients
· Coordinate with Hotels for availability and making reservation
· Making Reservation through other online system (Kouni ,Hotelbeds, Miki  etc)
· Coordinate with all kind of Tours supplier in Dubai.

· Making Reservation / Tours & Excursion in the accounting system
· Preparing sales invoice for the confirmed booking.
· Generating DRR reports on daily basis.
· Maintaining monthly DSR report for the reservation department
M/s AL SAMIT RECURITMENT SERVICES ( DUBAI) 27th Sept 03 to 14th June 05  

   As Receptionist Cum HR & Administrative Assistant 
· Providing complete secretarial & administrative support to the company. 

· Handling the incoming / outgoing calls ,faxes , email, typing photocopying  et

· Dispatching of the courier and following up for the same. 

· Handling the petty cash flow for miscellaneous expenses. 

· Maintaining the  Inventory  for the Stationary.  

· Collection of the CVs from various sources  & registering them in  the data bank

· Payment follow up and issuing vouchers. 

· Preparing the invoices, following up for the same.

· Keeping a record of the payment received & updating the accounts. 

· Coordinating with the staff  , head of department and branch of office in Mumbai

· Coordinating with client to provide personalized services & ensure customer satisfaction. 

· Responsible to fulfill the clients requirement  by searching the data bank for their requirement 

· Coordinating with staff and preparing the matter for placing the add in the newspapers for current openings 

· Making follows up with branch office  for the collection of the CVs  

· Sorting and Short listing  the CVs for the clients as per the position requested. 

· Coordinating  with the candidate for their availability and fixing up the time for their interview with the HR Manager  . 

· Handling  the queries of the candidates in regards to  their status etc. 

· Follow up procedure with the client and the candidate for their selection  to finalization 

· Keeping the track of the daily appointments scheduled of GMD, HR Manager.
M/s  SATYAM ONLINE (PUNE  , INDIA  ) 1st June 02 To 28th  Feb 03
    As Telesales Agent  
· Handling the incoming calls & calling up prospective customers for various sources.

· Preparing call reports. Coordinating with the team leader for resources required.

· Giving the customer with quotation of their stand. 

· Describing all of the features of the product to clients and executing sales. 

· Creating awareness of the discount and offers on different packages.

· Handling complaints and grievances of the customer by providing them with a solution. Processing general & sales reports on a monthly basis.

· Delivering the products to the customer by salesperson, confirming for the same with them.

· Reporting to the computer engineer with the problems of customer regarding the use of packages, logging, troubleshooting etc. Following up with salesperson for the receipt of the same and handing the same to the account department.

· Reporting to the team leader
Personal Details  

· Nationality                 :  
Indian
· Sex      
                      :             Female




· Date Of Birth            :  
19-10-1980
· Languages Known     :              English / Urdu / Hindi/ Read and Write Arabic 

· Marital Status             : 
 Single
· Visa Status                 :  
 Residence Visa  (Fathers  Sponsorship) 

· Hobbies
          :              Reading  Books , Listening Music , Socializing                                     
 Enjoy keeping abreast of emerging technology 
                                                              being unto date with the current affairs                                
I hereby declare that the above mentioned is true to the best of my knowledge.

Reference :   Will  be provided if required.





