	


CHRISTALINE




(Office Administrator / Manager, Executive Secretary / Assistant, Travel Consultant, Customer Relationship Management, Guest Services Agent)
Email: christaline.270040@2freemail.com 
Objective
A challenging position to pursue a successful career
OVERALL WORK EXPERIENCE
Office Administration / Management, Executive Secretary, Sales / Logistics Coordinator, Travel Consultant / Coordinator, Customer Support Executive / Customer Relationship Management - Quality Analysis / Assurance, Marketing Management, Education Counselor & Trainer, Front Office Management & Receptionist, Airport Ground Handling Agent / Guest Services Agent

Working Skills / Capabilities: 

Ability to liaise with Business Partners and Clients, Business Networking and Strategy,  Company Profile Creation, Preparing meeting agendas and maintaining minutes of meetings, Documentation and Maintenance of records and data by accurate and secure means, Efficiently carrying out Travel and Tour Operations / Arrangements and Coordination – Itinerary Scheduling / Hotel Reservations / VISA Arrangements / MICE / Holiday Packages & Events

· Office Administrator / Executive Secretary at MODEC Group of Companies (L.L.C), Dubai-UAE
(May 2014 – till date)
· Providing Secretarial assistance to the Managing Director  - Maintaining  MD’s agenda and assisting in planning appointments, board meetings, conferences, etc.

· Attending meetings and keeping minutes

· Receive and screen phone calls and redirect them when appropriate

· Handling and prioritizing all outgoing or incoming correspondence (e-mail, letters, packages, etc.)

· Making Travel arrangements for the MD
· Handling confidential documents ensuring they remain secure

· Preparing Invoices, Maintaining electronic and paper records ensuring information is organized and easily accessible

· Conducting research and preparing presentations or reports as assigned
· Supporting the team in daily administration roles – maintaining records relating to various marketing strategies, maintenance of important data of the company, systematic documentation of company’s records, maintenance of office supplies and negotiating terms with suppliers to ensure the most cost effective orders
· Maintaining employees files and documents of various departments

· Creating and maintaining useful and accurate databases
· Maintaining a systematic and user friendly filling and document control system for recording and tracking of all documents / storage and security of documents
· Responding to enquiries received by mail, email or telephone 

· Assisting in handling shipments – imports and exports, purchase requests, verification of invoices for raised purchase orders
· Providing operational assistance for Tourism related activities - hotel bookings /air tickets / visas / land tours / cruises - FIT / GIT / MICE / holiday packages, additional events and programmes
· Ensuring services provided are running to budget and profitability.
· Applying and managing cost control, quality levels and facilitating solutions.
· Assisting in maintaining a proper attendance and tracking report
· Assisting on ad-hoc tasks as required by the management
· Customer Support Executive / Travel Consultant in Airtrade International, Travix-Vayama, Bangalore-India   
(September 2011 – January 2014)
Travel Coordination & Planning / Customer Service
· Online Customer support – Itinerary planning and designing – Flight bookings, Airline Schedule Change assistance 
· Air Fare ticketing and exchanges – Assisting Customers in travel re-scheduling with suitable quotations
· Resolving and clarifying customer's complaints, determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution

Quality Analysis
· Preparing product/service reports by collecting and analyzing customer information

· Recommending potential products/services to management by collecting customer information and analyzing customer needs
· Contributing to team effort by accomplishing related results as needed thereby enhancing quality and providing process updates
· Senior Counselor & Trainer in Frankfinn Institute of Airhostess Training, India 
(February 2009 – December 2010)
· Counseling the aspirants for Cabin Crew, Airport Ground Services, Air-travel and Hospitality related courses and job opportunities
· Conducting Presentations and Seminars – Promoting marketing strategies by organizing various programs through innovative methods
· Soft skills training of candidates
· Ground Staff in Srilankan Airlines, India 
(June 2008 - January 2009)
· Guest Services – Pre-flight & Post-flight procedures
· Passenger Assistance, Check-in formalities

· Passenger baggage handling, Ramp duties

· Reservations and ticketing
EDUCATIONAL QUALIFICATION
· B.Sc. Tourism & Hospitality Management, Madurai Kamaraj University
· IATA/UFTAA Foundation & EBT Course, Montreal
· Advanced Airline & Travel Management Programme, Institute of Airlines & Travel Agencies
· 12th State Board of School Examination, St.Joseph’s A.I. Girls’ Higher Secondary School, Trichy
· 10th Board of AISLC Examination, St.Joseph’s Anglo Indian Girls’ Higher Secondary School, Trichy
Computer Literacy:
Microsoft Office – MS Word – Letter Drafting / Preparation of Documents, MS Power Point – Project Presentations, MS Excel for Data Entry, Reports and Various Formats, MS Outlook – Handling Email Correspondence, Efficient Internet browsing and research of Data for Projects, etc.
TECHNICAL SKILLS

· Knowledge and operations of Computerized Reservation Systems – Amadeus, Sabre & Galileo
· Operating Enterprise Resource Planning (ERP) Software for Business Management

KEY SKILLS 
Excellent and Effective Communication and Administration Skills, Multi-tasking Capability, Proactive, Work Prioritization and Time Management Skills, Systematic, and Professional Work Approach, Innovative working techniques with flexibility, team working spirit and target oriented providing Quality results, Dedication to duties and responsibilities, Outgoing personality, optimistic, self-confident, energetic and hard working
STRENGTHS 

Proactive, self-confident, keen listener with an ability to grasp quickly, excellent communication skills, multi-tasking and learning through interaction with team mates, effective time management, quality result oriented, dedication to duties and responsibilities

ACHIEVEMENTS 
My achievements which have enabled me to boost my self-confidence and direct me towards my career path are worth mentioning. I had been given the opportunity to create a Profile write-up along with a photo shoot for the Managing Director of MODEC Group of Companies, through which he had successfully attained awards and laurels at two major events in Dubai-UAE – The Company was ranked “57” in Dubai SME 100, Top 100 Companies of Dubai, 2015 and secondly The Director achieved an award of Most Promising Category at Asia Pacific Entrepreneurship Awards (APEA) 2016. These two major events had therefore marked a milestone in the company’s success story and history.

Hobbies & Interests
Listening to music, handicrafts, drawing, web-surfing and culinary skills
PERSONAL DETAILS
              D.O.B
             :  14/09/1986

              Gender
             :  Female
              Nationality
             :  Indian

              Languages Known
:  English and Hindi
I hereby declare that the information furnished above is true to the best of my knowledge.

