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PROFESSIONAL VALUE OFFERED

A diligent and dedicated Master of Science in International Tourism from the University of Bedfordshire, England seeks a challenging position in travel, tourism industry or tourism boards handling corporate and public relations or a suitable career in travel and tourism counseling. Prior administrative experience serving various industry domains for 6 years including travel; Possess outstanding skills in understanding and assessing needs, recommending solutions, and effectively carrying out as well as motivating others to implement. Strong analytical skills complemented by a passion for achieving high quality at work while bringing about positive change in the society and maintaining high standards of personal ethics. Possess strong organization, customer service, counseling, mentoring, people and relationship management skills 

PROFESSIONAL & ACADEMIC CREDENTIALS

· Advance Diploma Course in International Travel and Tourism Management                                                       2014
Trade-wings Institute of Management, Pune




       
· M. Sc in International Tourism * University of Bedfordshire, England
                                             2009
· Bachelors of Commerce, University of Pune




                               2005


*DISSERTATION
· “Personal Visitation" - An exploratory study of the Opinion of Tourists on travel to India


 EARLIER EXPERIENCE

M-TECH INNOVATIONS PVT LTD - Pune, India
                    

                                May 2003 - Dec 2003
 Asst. to General Manager - EMV Project
· Complete correspondence relating to EMV Project

· Preparing reports related to EMV Project

· Handling correspondence for UTI-ISL Pan card job

· Provide secretarial support which includes services as required by the General Manager so that deadlines are met with high quality work.

· Attend meetings, Draft Minutes of Meetings.

· Review and monitor progress of required information requested of others by the GM ensuring delivery within stipulated time

· Organizing meetings, teleconference on priority.

· Maintain a well-organized and effective filing system.


 CYMBIONIC MARKETING LTD - Pune, India


                                                Jan 2001 - Mar 2003
 Personal Assistant to the Vice President  
· Arranging meetings for the Vice President

· Entering and updating data of all clients using MSOffice

· Screening telephone calls, enquiries and requests over Phone and in person

· Meeting and greeting visitors at all levels of seniority

· Organizing and maintaining diaries and making appointments for the Vice President and the Directors

· Dealing with incoming email, faxes and post, often corresponding on behalf of the Vice President 

Noting minutes of meeting

· Producing documents, briefing papers, reports and presentations

· Organizing and attending meetings and ensuring smooth flow of meetings

· Maintaining office systems, including data management, filing

· Arranging travels and accommodation


 PETRON EMIRATES (LLC) - Dubai, UAE

                                                                             Jun 1998 - Aug 2000

 Receptionist / Administration Assistant
· Handled front office responsibilities and operated the EPABX system consisting of 12 lines and 32 extensions. 

· Timely delivery of envelops, visiting cards, letterheads etc.

· Drafting advertisements for various posts on behalf of the recruitment manager for newspaper publishing

· Inviting job applicants to attend interviews and reverting to them with details of their performance

· Screening resumes of job applicants and forwarding them to the recruitment manager

· Support for car hire services & co-ordination of pool vehicle.

· Registering candidates for various positions, maintaining and updating their resumes on the database.

· Issue of temporary access cards for consultants, contract employees etc.

· Responsible for maintain front office activities and Floor Management

· Taking care of printing & stationary for the entire unit.

· Corresponding Repairs & Maintenance of AC's, Telephone, Fax, Xerox Machines, Computers, etc.

· Typing of Tender quotations for clients and internal departments

· Arranging meetings with local / overseas clients on behalf of the Directors and the Managing Director

· Coordinating with overseas clients and making hotel reservations for them during their stay in Dubai

· Carrying out daily correspondence on behalf of engineers

· Date Entry of records and maintaining data using MS Excel spreadsheets

· Receiving and dispatching of material and documents through courier companies to local and overseas clients.


RELIANCE RECRUITMENT CO. - Dubai, UAE
                                                                           Oct 1997 - April 1998

Admin Assistant: Travel Activities:

· Handling all Travel Arrangement of Employees (Airways and Roadways)

· Handling Hotel bookings and Car arrangements for clients and employees

· Visa processing for international travel

· Arrangement of Foreign Exchange for the international traveler

· Coordination and follow-up of timely collection of the visas

· Responsible for processing all kinds of Travel and Admin related bills


SKILLS & STRENGTHS

· Confident and able to take initiatives, participative and innovative

· Good interpersonal skills, fluent and articulate communicator and negotiator

· Self-motivated, Objective oriented and organized, pro-active in following up.

· Positive attitude and ability to succeed in challenging atmosphere & under pressure

· Professionally committed, Responsible with Integrity and Trustworthiness 

· Team player & has an excellent leadership & people development skills 

· Great Customer Service Skills and Conflict-Resolution Abilities 

COMPUTER & OTHER SKILLS
· Certificate in Application of Computers

Windows 95/98, MS Office Suite of Application Software – Word, Excel & Power Point
· Diploma in Ebiz.Com course from Boston’s Computer Institute, Pune

Multimedia Modules covered - Flash, Fireworks, Dreamweaver, CorelDraw10 and Photoshop


 PERSONAL INFORMATION
Languages: 


Hindi & English
Interests:


Spirituality, Meditation, Ayurveda, Travel
Date of Birth: 


26th February, 1980

Gender:


Female
          
 
Marital Status: 
Unmarried
Nationality:


Indian
Declaration:                                   

I solemnly declare that all the information furnished above by me are true, complete and correct to the best of my knowledge
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