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Profile Synopsis:
A successful, experienced administrator with demonstrated abilities in a variety of leadership and office roles is seeking an opportunity with a dynamic international company which would utilize my abilities in Operations, Administration, Communication, Team Building, Customer Service, Travel, Problem Solving and Decision Making

Key Skills and Core Competencies:
· Exceptional Interpersonal and Communication Skills 
· Customer Service Driven 
· Extensive and varied experience in servicing customers in the hospitality and air transportation industry 
· Excellent English skills 
· Excellent Proficiency in all Microsoft applications (Word, Excel, PowerPoint, etc.) 
· Excellent Proficiency in Adobe Photoshop 
· IBM Lotus Notes Application 
· Expert use of web base data systems, such as PATS 
· Outstanding Document and Data Control abilities 
· Quick learner and self-motivated; completes tasks without supervision & on time 
· Works exceptionally well under stress and in harsh environments 
· Decision making and problem solving skills 
· Sales Presentation and financial responsibility 
· Bookkeeping and accounting skills and knowledge 
· Office Management 
Work Experience:
· June 2011 to July 2015: 
Travel Specialist - Fluor (Ecolog) Air Operations - Afghanistan. 
· Compile, consolidate, and finalize all travel-related reports including pending inbound/outbound passengers, completed travel, etc.; excellent administrative and organizational abilities. Protect security of proprietary company information; outstanding Document and Data Control abilities 
· Processing passengers including check-in and handling checked-in luggage; customer service driven 
· Briefing passengers on call-sign of the flight, ETA and ETD, flight line safety, rules and procedures that includes Fluor policy- Intra theater travel related. 
· Function as a key element for a centralized information cell regarding PAX / cargo movements throughout the Northern Afghanistan theater of Operations, an area of operations with over 2,400 contractors; exceptional communication skills 
· Assist, plan and coordinate employee travels throughout the Regional Command of Northern Afghanistan; problem solving and decision making abilities 
· Perform and verify data entries for PATS (Personnel Assignment Tracking System); computer skills 
· Provide lingual and translation support for home country nationals; interpersonal and communication skills 
· March 2009 to March 2011: Sales Supervisor – AFEES, Iraq 
· Coordinate and direct stock control; decision making and problem solving skills 
· Manage and direct shop staffing to meet customer needs and budget; awareness of budgets and financial keys 
· Explaining carpet details like quality, made, materials used, design, etc., to the customer; communication and sales presentations 
· Counter sales plus accepting new orders from customers for customized jewelry 
· Responsible for processing cash and card payments, including refunds; maintenance and security of liquid assets for shop; financial responsibility 
· Reporting to Sales Area Manager on Daily sales and other issues 
· March 2008 to March 2009: 
Accounts Executive - Mathias Aluminum Systems, Mangalore 
· Responsible for accounts receivable; generate invoices, tabulate and prepare cost estimates for clients; update Passing Journal Voucher; bookkeeping and accounting skills and knowledge 
· Responsible for accounts payable; Receipt & Payment voucher entry for Cash & Cheque, Bank reconciliation, debit and credit notes; attention to detail 
· Prepared MIS report; accurate and timely report submission; works well in deadlines 
· January 2007 to February 2008: 
Accounts Assistant - Kripa Foundation, (De-addiction and Rehabilitation Centre), Mangalore 
· Maintained inmates’ personal accounts to include cash and check receipts plus their personal expenditures; outstanding Document & Data Control knowledge 
· Bank transactions and reconciliation; budget and finance skills 
· Excellent competency in Tally9.0 (accounting software); computer skills 
· Prepared monthly accounting statement along with supporting documents, and forwarded to main head office; outstanding budget and finance skills 
· Displayed office administration skills such as word processing, document control, email tracking, interoffice correspondence 
Educational Qualifications:
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	B.COM
	Mangalore University
	2007
	56.94%
	

	
	
	
	
	
	

	
	P.U.C.
	Karnataka Board
	2004
	76.66%
	

	
	
	
	
	
	

	
	S.S.L.C.
	Karnataka Board
	2002
	79.04%
	

	
	
	
	
	
	

	PERSONAL INFORMATION:
	
	
	

	Date of Birth
	: 3rd Nov, 1986
	
	
	

	Place of Birth
	: Mangalore
	
	
	

	Citizenship
	: India
	
	
	

	Gender
	: Male
	
	
	

	
	
	
	

	
	
	
	



Declaration:
Hereby I declare you that all the above given details are true and correct best of in my knowledge.
