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Career Objective
Seeking a challenging position in Administration/ Customer Service and/or in the same field of my graduation in your prestigious firm where I could apply my inherent and acquired skills to promote organization’s objectives and enhance my career in the process
Work Experience
Organization: VFS Global, Dubai (July 2014 – December 2014)
A multinational travel tourism company with branches all over GCC and India
Duties & Responsibilities
· Gather information from customers regarding their travel / visa requirements 
· Explain formalities of visa applications to customers 
· Describe various requirements to be fulfilled for applying for Student Visa, Medical Visa, Tourist Visa, Business Visa etc to UK 
· Collect relevant information and documents for visa applicants and check and verify them 
· Apply for visa online 
· Give feedback to customers regarding their visa application for further processing 
· Make report and present it to the manager 
· Provide feedback to the manager regarding various visa applicants, discuss the issues and find out a solution 
· Handled 90% of the customers without any assistance from manager or colleagues 
· As my first job, I have excelled in whatever responsibilities I was given in VFS 
Personality Trait
· Extremely flexible and adaptable to any work environment 
· Skilled in gathering information from customers and colleagues, solving problems during work execution 
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· Maintains highest level of accuracy in analysing the available information, documenting / entering them in systems 
· Team player, proven in building lasting relationship with manager, colleagues and associates 
· Effective communicator, superior level of performance achieved by active listening and commitment to integrity 
· Flair for office administration and accounting jobs 
Core Competencies
· Good knowledge of MS Word, Excel and Power Point applications 
· Done courses in in Computer Hardware and Networking & Basic Telecom Technology 
· Excellent product knowledge of UK Visa applications 
· Team handling, product presentations, customer relations management 
· Building lasting relationships with customers, colleagues and management 
· Analytical thinking and problem solving, 
Education and Qualifications
B Tech (Electronics & Communication) 2012 with 64% marks: M G University, Kerala-India
Other Achievements
· Won appreciation from VFS Global management for the excellent work 
· Grade A in light music and group song at school level and district level youth festival 
· Learned Light Music from professional teachers 
Hobbies: Listening to Music, Watching Movies, Jewellery Making
Personal Details
· Date of birth: 16/04/1990 
· Nationality: Indian 
· Proficiency in English, Hindi & Malayalam 
· Visa Status: Father’s Sponsorship 
· Holder of UAE Valid Driving Licence 
References: Available upon request
I hereby declare the above written particulars are true to the best of my knowledge and belief.
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