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CAREER OBJECTIVE:
As an experienced   professional seeking a Position in Customer Service, would like to utilize earlier experience and knowledge in this field by contributing to the progress and advancement of the firm. I would be putting my best use of my knowledge and experience while taking important decisions related to the company and for the people associated with it. 
PROFILE:

A Professional with Bachelor Degree in English, Diploma in Aviation Hospitality and TravelManagement with good administration and communication skills, customer care skills, trustworthy, dependable, able to work under minimum supervision, a mature woman with 2+ years working experience both in India& Dubai,UAE
CORE COMPETENCES:
· A dedicated and highly energetic person who thrives in pressure situations and can be counted on when the going gets tough. 
· Fosters a lively and professional work environment and values commitment to excellence, innovation, and customer service.
· Possess demonstrated ability to work effectively and congenially with employees at diverse levels.

· Strongly commercial with excellent communication and influencing skills.

· Energetic and capable of working with minimal support and a good deal of autonomy.
PROFESSIONAL EXPERIENCES:
· Customer Service Executive, M/s. Aroma Rent a Car,Dubai, UAE (March 2013 to July2014 )

JOB PROFILE:

· To understand the need and requirement of customer and fulfill them in a polite and professional manner.

· Increase the level of sales and business mix direct from individual clients and via third party bookers/agencies

· Maintain an accurate and current database

· Effectively communicate with clients via telephone, face-to-face and written

· communication

· Develop and maintain relationships which benefit client

· Enquiry Handling

· Maintain an effective tracking system for enquiries to confirmation or release stage

· Provide a weekly schedule of planned activities

· Achieve sales activities within specified time scales as directed by Group Sales and Marketing Director

· Internal Communications Skills

· Record, monitor and assess results of referred enquiries between companies

· Effectively communicate with Key Clients via telephone, face-to-face and written communication to identify full potential for, and to gain maximum commitment to purchase products

· Client Entertaining & Promotional Events

· Plan diary to make effective use of working day

· Maintain accurate records of all contacts with clients

· Maintain high standard of personal presentation

· Represent company in a professional manner at all times

· AIR INDIA SATS(Singapore Air Terminal Service ),BIAL-Bangalore International Airport 2012

Singapore’s leading provider of Airport Services and food Solutions. 

Ground Staff/ Customer Executive Agent (CSA) with CATHAY PACAFIC

· Check-In Passengers.

· KIOSK / Online checking support for passengers.

· Screening Luggage for dangerous goods.

· Clearing Immigration / Customs & Security.

· Assisting Passengers to Lounge.

· Meet An Assist – for needy passengers.

· Assisting the Airline Crew members to the Concerned Flight.
EDUCATIONAL QUALIFICATIONS:

B.A English Literature fromKerala University, India
PROFESSIONAL QUALIFICATION:

Diploma in Aviation from Frankfinn Institute of Air Hostess Training
Diploma in Travel Managementfrom Frankfinn Institute of Air Hostess Training
Diploma in Hospitalityfrom Frankfinn Institute of Air Hostess Training
COMPUTER SKILLS:
GRAPICAL PRESENTATION        :    MS-Word, MS- Power point

REPORTING TOOL                    :    MS-Excel

· Have adequate knowledge of modern communications with Internet & E-mail.

TRAINING ATTENDED:
· Industrial Exposure Training at Frankfinn Institute of Airhostess  Delhi, India
STRENGTHS
· Excellent Communication Skills

· Punctuality

· A good team player, focused and quick learner as well

· Dependable, sincere and hardworking

· Have organizing events
· Always self – motivated to take up challenging opportunities
LANGUAGES KNOWN

· English

· Hindi

· Tamil

· Malayalam

PERSONAL PROFILE:
Date of Birth
:
26.01.1989
 Gender



:
Female

Languages known

           :   English, Hindi, Malayalam and Tamil
 Nationality

:
Indian. 
Visa Status                                    :       Visit visa
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