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	Profile

Objective :
To build up my career in a progressive organization which provides good opportunities to make up career. 


	Key Skills

· Administration Management
· Front desk Management
· Strong and effective organizational, interpersonal and communicational skills.
· Good team player: Adaptable and Flexible.
· Creative and Enthusiastic. 

· Able to use my own initiative to achieve objectives.

· Versatile to learn new task / skills quickly.

· Excellent technical skills in computer basics such as MS Office, PowerPoint, Excel. 


	Education

Class

Percentage

School/College

Board/ University

Post Graduate Diploma in Business (Level 8)

First Class
UUNZ Institute of Business (Auckland)

University of Southern Queensland (Australia)

Bachelor Of Commerce

58%Higher Second Class

K.J.Somaiya College of Arts and Commerce 

 Mumbai University

H.S.C
70 %  First Class
K.J.Somaiya College of Arts and Commerce
Mumbai University
S.S.C
72 % First Class
P.G .Garodia High School
Maharashtra Board
IATA Certified
First Class
IATA / UUFTA
Canadian Degree


	Work Experience

1) SgurrEnergy India Pvt. Ltd. (Pune) (Sep 2012- March 2015) 
             Designation : - As Sr. Admin Executive
· Maintaining company’s cash and petty cash etc.

· Handling hotel reservations and ticketing.
· Handling Administration work like maintaining attendance records, files, handling stationeries, day to day 
Invoicing, Payment receipts etc.
· Short listing candidates profile and scheduling interviews.
· Maintenance of companies Tax structure. 
· Handling Companies project details, posting of vouchers and much more.
2) Pan World Travel (Auckland).  Jan 2012- Apr2012. 
Designation: Customer service and Front Desk executive.
· Handling international and domestic ticketing. 

· Handling packages. 

· Maintaining accounts. 

3) Hotel Bianco (Serviced Apartments)(Auckland) Jun 2011 – Jan 2012
             Designation: - Receptionist and Front Office Executive. 
· Handled hotel reservations like bookings  and providing information to clients 
· Handling customer service and resolving customer enquiries and queries.
· Attending phone calls. 
· Handling Administration work like maintaining attendance records, files, handling stationeries, day to day 

Invoicing, handling payments and reports etc. 

4) Satguru Tours and Travels Pvt. Ltd. (Pune, India) (7month). 
             Designation : - As Administrative and Tour Executive
· Worked as accountant
· International and domestic tours and packaging.

· Also handling ticketing for domestic and international sectors.

· Handling Administration work like maintaining attendance records, files, handling stationeries, day to day 

Invoicing, handling company’s cash and petty cash etc. 
5) Komsoon Tours & Travels (Mumbai, India) (I year)                                 

            Designation :- As Customer Service Executive & Ticket  Advisor

·  Worked as ticket advisor for all domestic and international tickets.

· Also worked on packaging for tours in India.

· Handling visas and passport.
6) W.N.S India Pvt. Ltd. ( Mumbai, India) (6 months)
             Designation :- As Customer Service Executive
· Worked for B.A Americas Process (British Airways).

· Handling process like B2B and Astrid’s.


	Activities and Interests

  Hobbies : 
Reading, cooking, dancing, travelling, playing games, writing etc.
   Traveling :
Major parts of India.


	Languages known 
            Mother Tongue: Gujarati

            Other Languages: English, Hindi, Marathi and French (Basic).


	


