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	OBJECTIVE: -

A challenging career in the Travel and Tourism Industry, where I can be a key team member making an important contribution to its strategies, which would give me the opportunity to learn and grow in my profession.
WORK EXPERIENCE: -

· Currently employed with Royal Arabian Tours (DMC), Dubai, as Team Lead – FIT Leisure, from May’ 13 till now.

· Worked for The Oberoi Group, New Delhi, as a Senior Reservation Associate from Mar 2011 till Nov 2012.
· Worked for “Rural and Tribal Development Organization” (NGO), Itarsi as a Senior Office Administrator / Event Manager from Dec 2008 till Feb 2011.
· Completed 12 months ‘In-Basket training’ in Air India (NACIL) from Oct 2007 to Oct 2008, in the domestic terminal of Chennai airport, in the commercial department.
CURRENT JOB PROFILE:- 
1. Sending quotations to the clients (direct guests/agents) for the enquiries received and confirming the same.

2. Offering the packages as per the customer’s budget.

3. Processing Visas and updating OK to board messages.

4. Follow up with accounts team for hotel / restaurant / supplier payments.
5. Communicate with the guests upon arrival and assist them with their travel arrangements and amend the itinerary if required.
6. Ensure smooth handling of services of clients and counselling them on service options like City tours, Desert Safari, Dhow Cruise, Sea plane / Helicopter rides etc. and restaurant reservations at various hotels and outlets, including the Burj Al Arab.
7. Handling direct phone inquiries and following up on the same.

8. Ensure customers receive highest quality of service in a caring atmosphere.

9. Build and maintain good rapport with our suppliers/hotels to ensure business support.
10. Execute effective strategies to improve on the team productivity.

11. Comparative study of various reports to check / plan on the scope of business development.
12. Handling direct client and supplier escalations.
13. Feedback analysis of direct clients.

14. Preparing the expense claims for drivers and guides.

Work experience with The Oberoi Group:-
1. Reservation desk :-

Assisting in reservations for all the Oberoi hotels and resorts in India and abroad (Indonesia, Mauritius, Saudi Arabia and Egypt).

2. Destination management :-

a) Assisting about the various hotels and resorts which we have at various destinations in India and abroad.

b) Helping in planning an itinerary as per the guest’s requirements under various special offers / packages.

c) Assisting in arranging the sightseeing to places of tourist interest around our hotel.

d) Arranging the airport / rail station transfers.

3. Special occasion:-

a) Advice the hotel to arrange complimentary cake for the guest if coming for any special occasion for e.g. to celebrate his/her birthday, wedding night, wedding anniversary etc.

b) Arrange special dining options.

c) Co-ordinate with the hotel for a discount on actual room rate.
Work experience with RTDO :-

1. Sorting out and reverting the e-mail.

2.Answering the phone calls and assist the clients
3. Ordering office stationery supplies and monitoring the expenditures and record the same.
4.Greeting clients
5.Typing and filing
6.Managing diaries
7.Planning and scheduling the appointments and meetings
8.Travel arrangements of staff / volunteers
9. Planning & executing the small scale events.

Work experience with Air-India:-

1) Customer Service: -

i) Facilitating the wheel-chair passengers and unaccompanied minors.

ii) Arranging a helper to help out the senior citizens with their baggage, blocking the seats in the forward for their convenience etc.

iii) Facilitating the passengers with connecting flights from the domestic to the international terminal and vice-versa.

iv) Providing necessary arrangements in case the flight has been delayed or cancelled.

2) FCGC(Flight Coupon Guard Chit): -

i)  Keeping an account of the flight coupons.

ii)  Collecting the revenue for the international flight coupons.

iii) Issuing FIM (Flight Interruption Manifest) to the passengers.

iv) Dispatching the flight coupons to the head office situated in New Delhi.
3) Check-in and issuing boarding pass.

4) Boarding of the passengers.

5)Ticketing

ACADEMIC PROFILE: - 

Course

Institution

Board/University

Year of passing

Percentage

IATA/UFTAA Foundation & EBT Course

Trade-Wings Institute of Management, Chennai, T.N.

--

2006-07
    --

Bachelor of Science

Women’s Christian College, Chennai, T.N.

University of Madras

2003-06

69.3%

TECHNICAL SKILLS: - 

· Operating System -  Windows XP, Windows 8, Windows 8.1
· Microsoft Office -    M S Word, Excel 

· Computer Reservation System (CRS) – Amadeus, Galileo, Opera, Trust

CURRICULAR ACTIVITY: -

Member of college “Enviro club”.

PERSONAL INFORMATION: -

A sincere team member, with hard-working ability and capacity to work to deadlines, adjustable to provided conditions, eagerness to learn


	
	

	
	

	
	

	
	


	


PERSONAL DETAILS: -

	
	

	Sex                                        -                
	Female



	Nationality                            -                      
	Indian


	
	

	Validity Of Visa                    - 
	12th May’ 17


	Marital Status
	Married


	Languages Known                 -
	English, Hindi, Telugu, Tamil



	
	

	Hobbies                                  -
	Listening to gospel music, collectibles etc.


DECLARATION: -

I hereby declare that the details furnished in the above resume are true to the best of my knowledge and belief.

