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Professional Summary
Well driven individual, reliable, competitive, fast learner and proactive that can be assigned in of fice administration, customer service, secretarial and reception. The experience in different department s gave me a wide understanding of the work in high standard perspective and is seeking for a challengin g career on a reputable organization.
Core competencies
· Office administration 
· Customer service 
· Customer interaction 
· Travel coordination 
· Office management 
· Sales and marketing 
· Staff supervision 
Skills
· Excellent computer skills 
· Exceptional communication skills 
· Ability to adapt on changing environment 
· Possessing excellent leadership and management skills 
· Understanding, patience and with positive attitude 
· Fact verification, Researching, Problem solving and Analytical skills 
· Planning and organizing skills 
· Sound judgment and decision making skills 
· Working knowledge of MS Outlook, Word, Excel and Powerpoint 
Professional Experience
Site Administrator, Kabul.
May 2013 – February 2015:
· Providing quality customer service in every passenger/client handled 
· Answering all customer queries on email and phone calls 
· Building, developing and maintaining good relationships with clients, agents and associates 
· Providing ticket sales and after sales customer care. 
· Administration of employees and sub-contractors with regards to facility access, residency and air field driving. 
· Preparing site weekly report 
· Filing of personnel profile 
· Monitoring daily accountability and personnel roster 
· Maintaining room allocation for staff 
· Monitoring crew schedule and travel flights 
· Updating base operating procedure, emergency response plan and organizational chart 
· Handling site finances and monetary reports 
· Updating daily on ICON shared point of petty cash and travel fund 
· Creation of flight documents on behalf of DFS charter flight services 
· Passenger air terminal operations 
· Aircraft ground handling, checking in, creating flight manifest, boarding and in-flight support 
· Monitoring baggage handling 
· Creating LPO for all site requisition 
· Monitoring flights using indigo satellite system 
· Coordinating flight movements from ground staff to operation team 
· Visiting company offices for business marketing and sales advertisements 
· Coordinating customer to cargo sales team for quotation of cargo 
· Updating customer for cargo status, handling cargo delivery, preparation of POD, AWB and manifest and uploading on system once completed 
Passenger Services Manager, Diplomat Freight Services (DFS), Bagram AFB.
Apr 2012 – May 2013:
· Passenger management of all transiting aircraft through Bagram on behalf of DFSME 
· Monitoring emails and phone calls 
· Handling escalated customer call 
· Handling over 1,500-2,000 passengers weekly 
· Submitting weekly report to the site manager for travel department 
· Creating flight bookings, hotel, visa and marhaba for DFS passengers 
· Handling baggage concern inquiries 
· Monitoring flight movement 
· Monitoring and providing guidance for travel coordinators and administrators to maintain quality customer service 
· Implementing policy and procedures to improve travel practices and uniformity across DFS 
· Managing staff appraisal and employee review 
· Creating staff schedule 
· Monitoring quality customer and travel services 
· Approving leave dates 
· Handling travel finances and monetary reports 
· Visiting company offices for business marketing and sales advertisements 
· Training new staff on travel department 
· Creating new strategies for quick air craft turn around 
· Answering emails from companies and main office for travel related queries 
· Creating LPO for travel department 
· Solving credit card queries and doing merchants report 
· Interviewing new candidates for travel admin and passenger coordinator vacancies 
· Handling site induction and briefing for new comers 
· Air field manager for flight line safety 
· Creating standard operating procedure for travel works 
· Badging officer for DFS Bagram 
· Maintaining high standards of dress and deportment not only in oneself, but in the employees under my supervision with particular attention to the standard and uniformity to maintain a professional and strong marketing focus. 
Passenger Services Coordinator, Diplomat Freight Services (DFS), Bagram AFB. Apr 2011 – April 2012:
· Ground handling of aircraft through Bagram on behalf of DFSME 
· Handling emails and phone calls 
· Handling over 1,500-2,000 passengers weekly 
· Creating flight bookings, hotel, visa and Marhaba for DFS passengers 
· Handling lost baggage and associated concerns 
· Preparing passenger manifest and all related documents for charter flights 
· Monitoring flight movement 
· Filing of all travel related documents 
· Maintaining quality customer and travel services. 
· Handling travel finances and monetary reports 
· Creating LPO for travel department 
· Air field manager for flight line safety 
Travel Administrator, Diplomat Freight Services (DFS), Bagram AFB.
Apr 2010 – April 2011:
· Providing administrative support to travel office and passenger service coordinator by maintaining daily administrative duties 
· Filtering telephone calls and email 
· Dealing with walk-in customer inquiries 
· Filing and data entry 
· Handling travel fund 
· Monitoring emails and phone calls 
· Creation of flight bookings, hotel, visa and marhaba for Dfs passengers 
· Handled baggage concern inquiries 
· Handled travel finances and monetary reports 
· Creation of LPO for travel department 
· Air field manager for flight line safety 
Dec 2009 – Apr 2010: Administrator, 77 Construction, Bagram AFB.
· Primary point of contact for the administration of company personnel 
· Completion and submission of documentation pertaining to daily operations including site access permissions, employee and visitor identification badges 
· Site Human Resources facilitator 
· Interviewer and recruiter for new employee on site 
July 2009 – Dec 2009: Administrator, JPI Worldwide Inc, Kabul.
· Responsible for all administration relating to site projects, including but not limited to: bid submissions, formal quotations, and contracts 
· Documentation of employee time sheets, payroll records and expenses claim reports 
· Accountability for office monetary funds 
· Stock control within the company warehouse 
· On-site medical services provider 
June 2007 – March 2009: Call Center Representative (BPO), Kgb Phils, Philippines.
· Handled calls from customer 
· Provided accurate information to the customer 
· Maintained calls in a well paces manner during the entire call 
· Met the call processing time in every calls received 
· Maintained quality care service 
Education
Jun 2002 – April 2007 – University of Perpetual Help, Philippines
Bachelor of Science, Nursing
Jun 1998 – Mar 2002 – General Mariano Alvarez Technical High School, Philippines
Certificate of Secondary Education
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