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OBJECTIVE:
To work in an organization where there would be great opportunity to utilize and enhance my professional skills, experience and where there would be opportunity for growth as well as advancement in my professional and personal career and also to mark my name within the environment to grip the highest status that I deserve. 
PROFILE:
· Have 2+ years of experience as Admin / Customer service in India and UAE.
· Qualified with Bachelors of Arts (B.A) from India

· Well versed in MS Office Applications.

· Can handle multiple tasks effectively & very much flexible with time.

· Excellent spoken & written communication skills in English.

· Expert in handling people of diverse nationalities, and renowned for being an excellent team player.

· Possess excellent organizational skills & can work independently.

· Well organized, systems oriented & have a strong attention to details.

· Efficient, smart, reliable and hardworking.

· Can work under pressure and meet deadlines.

WORK EXPERIENCE
 Worked as Customer Service Agent in Dubai Metro RTA (Road and Transport authority) from December 2014 – Till Date 




 Worked as a Customer Service Agent in New Delhi Intl Airport from Jan 2013- Dec 2014

JOB PROFILE AS CUSTOMER SERVICE
· Under general supervision, provide direct frontline customer Service
· Greeting passengers at the airport with a smiling face

· Keeping all the necessary information regarding the arrivals and   Departures of flights at the airport
· Coordinating with the crew members on board the flight and sorting out the issues related to the cleanliness practices in the cabin area

· Ensuring a smooth and regular supply of food items and potable   Water

· Responding to the customer enquiries at the airport both in person as Well as on phone

· Making online reservations for various itineraries made possible by Supersonic Aviation

· Making announcements regarding the flight arrivals and departures and safety instructions

· Performing many other relevant tasks as and when required
· Deal with service customers to identify & respond to issues and expectations.

· Ensure accuracy of data provided to the customers at all times.

· Serves as a liaison between the customer and various departments.

· Maintain client relation and ensure customer satisfaction.

JOB PROFILE AS OFFICE ADMIN

· Provide administrative support to staff, managers & MD.

· Directly report to the Management & coordinate with all departments.

· Receive, prepare and record invoices and payments.

· Handle recoveries and follow ups.

· Screen telephone and personal callers.

· Make and record appointments.

· Receiving and recording deliveries of office equipments and mailings 

· Receive and process incoming and outgoing mails & correspondence.

· Do business correspondence on behalf of the organization.

· Store and retrieve data on computers.

· Prepare agendas / programs for meetings.

· Attend and take minutes of meetings both in the office & other locations.

· Organize business itineraries travel arrangements & hotel bookings.

· Organize conferences, meetings and social functions.

· Handling all purchases of office supplies on monthly basis

· Maintain record of existing & new customers for follow up and business promotions.

· Welcoming office visitors and guiding them as required

· Responsible for company transportation related issues.
QUALIFICATION
· Bachelor of Arts (B.A) from Mahatma Gandhi Kashi Vidyapata, India 
TECHNICAL QUALIFICATION 


· MS Office

· Basic knowledge in Computer Applications
· Internet and Emails

SKILLS & EXPERTISE
· Customer Service

· Airport management 

· Office Administration

· Team Player

PERSONAL PARTICULARS 


Date of Birth


: 
06-11-1988

Nationality 


: 
Indian

Language Known 

: 
English, Kashmiri, Urdu

Marital Status 

: 
Single 

Visa Status 


:
Employment Visa (Free Zone)
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