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	Objective:


To succeed in an environment of growth and excellence, earn a job which provides job satisfaction, self-development and help me achieve personal as well as organizational goals.

	Work Experience



Currently working as TOURS CONSULTANT in Arabian Adventures, emirates Airlines, Dubai, UAE.

Responsibilities:
· Provide literature and information to clients concerning tours, travel routes, accommodation, local customs, fares, and travel regulations.
· Discuss client requirements and advise on suitable options plan, prepare and cost itineraries (travel plans) for clients.
· To offer alternatives when requested services cannot be confirmed and hence ensure materialization of each and every request.
·  To liaise with the Airport / Hotel Representatives and assist passengers / in-resort clients to the best of their ability and hence ensure that they have a satisfactory experience, including at the airport and with the hotel / Arabian Adventures services.
· To provide market and competitor information as well as client / passenger feedback on products/services to the Tours Officer along with suggestions for improving the same.
· Make travel, accommodation and related bookings confirm bookings and notify clients of luggage.
· Limits and insurance, medical, passport, visa and currency requirements
issue tickets for travel, accommodation vouchers and all relevant documentation.
· To ensure that liability for services provided by contracted suppliers exists to enable their invoices to be processed accurately for payment.
·  Collect payments and maintain records of transactions
assist with changes to travel arrangements and bookings where required.

Previous Employment:
Customer Relation Officer cum Document Controller in Kongu PVC Manufacturing Company, Namakkal, Koimbatore, Tamilnadu, India .(From June 2013 to July 2014)

Responsibilities:


Providing prompt and professional replies to all customer feedback. 

Ensuring that relevant departments are made aware of concerns raised by customers so that they may carry out corrective actions. 

Monitoring and carrying out analysis of customer feedback. 

Recording feedback details in the customer relation management system for producing reports. 

Meets customer service financial objects by forecasting requirements, preparing annual budget, scheduling expenditure and initiating corrective actions. 

Maximizes customer operational performance providing help desk resources and technical advice, resolving problems etc. 

Accomplishes information systems and organization missions by completing related results as needed. 

Responsible for effective and efficient document control in accordance with established procedures. 

Maintenance and continuous improvement of document control manage system. 

Daily routine activities include distribution of documents, maintaining folders, tracking and retrieval of documents and drawings. 

Ensure the effective running of day to day operations of document center. 

Maintain document logs for correspondence, material approval submittals 

	Educational Qualification:


	Examination
	Discipline/ Specialization
	School/College
	Board/ University
	Year of Passing
	Percentage

	Bachelor Of Engineering
	Electronics

&

Communication Engineering
	Baselios Mathews II College of Engg,

Sasthamcotta
	Kerala

University
	2013
	CGPA 8.37

	PLUS-TWO
	Science +

Maths +

Computer Science Stream
	VVHSS

Thamarakulam
	Kerala
	2009
	92%

	S S L C
	English+ Malayalam+ Hindi+ Science +Maths
	VVHSS

Thamarakulam
	Kerala
	2007
	94%


	Areas of specialization


· Electronics and Communication - Fuzzy logic, Electronic instrumentation, Real   time operating system, Micro electrical and mechanical system

· Design tools - Labview

· Assembly Languages - 8086, 8051(basic).

	Technical skills


· Programming - C++ ,VHDL

· MS WINDOWS -  Windows 95, 98, 2000, XP,  7, 8

· MS OFFICE - Office 95, 97, 2000, XP, 2003, 2007, 2010

· MS WORD, EXCEL,POWER POINT,ONE NOTE, Mailing, Internet

	Soft skills


· Dedicated individual with good communication and presentation skills

· Ability to work in a team structure

· Ability to make decisions and solve the problems

· Ability to obtain and process information

· Ability to plan, organize and prioritize work

· Fast learner and enthusiastic to acquire extracurricular skills

· Ability to work under pressure & to meet expectations

Languages Known -   English, Hindi, Tamil and Malayalam

	Personal details


Nationality

:
 Indian

Date of Birth

:
 28th June 1991

Marital Status

:
 Married

Visa Status            

:          Residence Visa under Husband sponsorship
Permanent Address 
 
:
Dubai, UAE
	Declaration


I hereby declare that all the information mentioned above are correct & true with best of my knowledge

Date:
                                                                                       Signature

Place: Dubai












