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 OBJECTIVE :
To rise up the ladder of success in the organization with honesty, discipline, and self-motivation and contribute to a business that focus on delivering value, quality, and sustained customer satisfaction.

CAREER HIGHLIGHTS  :
Worked with  Justdial Limited as Information Retrieval Officer – Service Department from June 18, 2012 to July 30, 2014.

PROFESSIONAL WORK  EXPERIENCE
Work Summary:
· Total 3 years professional experience in interacting with computer like e correction of data,verification of data,customer support and process informations.
· Good coordinations and communication skills

· Hands on experience in Computerised Reservation System.

· Familiar in  Reservation and Airline Ticketing.
· Excellent in customer service.
· Good administrator in documenting and recording informations.
· Best in handling all administrative proceedures and system such as word processing, managing files and records, designing forms and other office procedures and terminology.
Duties & Responsibilities
Insha Tours & Travels, Mumbai, India
Worked since May 2011 to April 2012.

· Arranges reservations and rout for passengers at request of Ticket Agent.
· Examines the passenger ticket or pass to direct passenger to specified area.
· Plans Route and computes  ticket cost using schedules,rate books and computer.
· Reads coded data on tickets to ascertain destination marks tickets and ascertain boarding pass.
· Assist the passenger to requiring special assistance to board.
· Informs the travel agenst in various locations of the space availability

Just Dial Pvt LTD. Mumbai, India
Worked since May 2012 to July 2014.

· Interacting with Computer like e Correction of data,verification of data, Customer support and Process informations.

· Documenting and recording informations.

· Administrative and Clerical Procedures and System such as Word Processing, Managing Files and Records, Designing Formsand other Office Procedures and Terminology

.
 EDUCATIONAL QUALIFICATION:
· Masters in Commerce from University of Mumbai in the year 2011.
· Bachelor in Commerce from University of Mumbai in the year 2009.
· HSC from Maharashtra State Board in the year 2006.
· SSC from Maharashtra State Board in the year 2004.

 PROFESSIONAL QUALIFICATION:

·  Diploma in International Airlines and Travel Management.
· IATA-UFTAA Foundation Course in March 2011 from IITC, Borivali (West), Mumbai, India
· Computerized Reservation System (Galileo).

COMPUTER SKILLS:

Diploma in Office Automation and Tally.

COMMUNICATION SKILS:
Effective interpersonal communication skills

Speak 
:
English, Hindi, Marathi,& Konkani
Read 
:
English,Hindi & Marathi
Write 
:
English,  Hindi & Marathi
PERSONAL DETAILS:
Date of Birth
:
11th March 1987
Nationality
:
Indian

Religion
:
Roman Catholic
Gender
:
Female

Marital Status
:
Married

Visa Status                    
:       Visit Visa 
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