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OBJECTIVE

To perform a Dynamic, Performance-Driven, Challenging and Inspiring role in Customer Service Management and Administration with the attitude & flair to excel in a demanding environment along with efficient Man-Management skills.

Academic Qualification 
· 2003: B.B.A (Chennai, India) 

Technical Qualification 
· PG DIPLOMA IN COMPUTER APPLICATION
· DIPLOMA IN AIR TICKETING THROUGH IATA.
EXPERIENCE

Name of Company: Eastern Trading and Industry LLC.(HVAC Divn)
Designation: Admin Executive
Duration: 01-Mar-2015 to 30-Dec-2015
Place: Muscat, Oman
Responsibilities:

· Organize office operations, procedures and Documentation.
· Design and implement office policies & establish standards and procedures
· Plan and implement office systems, layout and equipment procurement & maintain office equipment.
· Maintain all databases including financial and staff reports & prepare expenses budget and operate within its limits.
Name of Company: International Travel House Ltd
Designation: Supervisor
Duration: 01-Feb-2007 to 13-Mar-2015
Place: Chennai, India
Responsibilities:

· Car rental operations, Issuing Air Tickets for Domestic flights through Amadeus

· Organizing transportation services for the guest in the hotel (incl. Airport pickup & drop, local sightseeing etc.,)  Corporate car bookings

· Preparing itinerary for outstation tours (travel, accommodation etc., will be taken care)

· Taking care of Daily Sales Report, Movement Register, and Booking Register

· Maintaining Nil Outstanding from Customers, handling guest complaints

Name of Company: Design Stores
Designation: Sales Executive

Duration: May2006 to Jan-2007
Place: Chennai, India

Responsibilities:

· Builds business by identifying and selling prospects; 

· Maintains relationships with customers by providing support, information, and guidance; researching and recommending new opportunities; recommending profit and service improvements

· Prepares reports by collecting, analyzing, and summarizing information

· Maintains quality service by establishing and enforcing organization standards

· Contributes to team effort by accomplishing related results as needed

Name of Company: Ravindra Services Pvt Ltd
Designation: Accounts Cum Accounts Executive
Duration: Jul-2002 to Mar-2006
Place: Chennai, India

Responsibilities:

· Taking care of payroll processing for 2500 employees

· Taking care of canteen maintenance

· Maintaining statutory records like PF, ESI etc., taking care of Audits

· Handling client calls & mails

Name of Company: Varalakshmi International Ltd
Designation: Accounts Cum Accounts Executive

Duration: Apr-1999 to Jun-2002 
Place: Chennai, India

Responsibilities:

· Office Maintenance, Documentation
· Process of L/C through Bank for Import of Timber

· Handling client calls & mails

_________________________________________________________________
LANGUAGES 

Tamil, English, Malayalam, Telugu.
PERSONAL

Date of Birth

:    

05 – Sep - 1981
Place of Birth

:  

Chennai, India
References

: 

Can be furnished on request
