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To,                                                                                                                  May 7, 2016 
Human Resource Manager
Dear Sir/ Madam,


Dear Sir,                                                                                   

I have experience working as Tours Executive for Sonya Southern Travels Group I have expertise in accurate visa typing (English & Arabic), knowledge of CDB debit and RSA token, full expertise of ednrd.ae and latest rules of UAE Immigration rules, and i have also expertise in Holidays Packages, Air Ticketing (Galileo, Abacus), Operational works, Marketing and Hotel Contracting, Online Data Loading, I also have experience of working as IT & Tours Marketing Consultant at Travels .
 My experience in a Travel & Tourism Industry plus my International Vendors & Clients chains would certainly prove to be an asset to your organization. I also can bring 100% secure visa business through my contacts, I see myself as a highly analytical, competent, proactive and goal oriented person. Some of my strengths include initiation, commitment and knowledge of my field.
Recently i am on visit in UAE for quest to deliver my utmost efforts in the assigned tasks; seeking opportunity to be a part of a reputable company in order to improve my skill in Gulf.
 Kindly review my resume, enclosed along with this letter. I would appreciate a positive reply from your side to discuss your requirements and my credentials.
 
Thanks and Regards

 Travels Tourisms
 
Having commitment to professionalism, I have developed expertise in utilizing Travel & Tourism Industry in effective decision making. Recently I am on visit in UAE for quest to deliver my utmost efforts in the assigned tasks; seeking opportunity to be a part of a reputable company in order to improve my skill in Gulf.
Career Experience

Sonya Southern Travels Group, PAKISTAN



July  2011 – Nov 2015
Sonya Southern Travels Network is the largest Travel, Tours, Umrah and Hajj network with 25 branches in all the major cities of Pakistan, Also having a branch in Dubai. Sonya Travels (Pvt) Ltd. is a well-known name in the tourism industry of Pakistan. The company has excelled in outbound as well as in inbound tour package sales. The Tourism division of Sonya Travels is fully equipped with all the latest communication facilities. The real strength of Sonya's tourism division is the highly skilled manpower that has the experience to handle all kind of tours from the cultural to adventure. 
Tours Operations Executive (Aug 2012 – Nov 2015)

Responsibilities: Analysing companies’ projects to determine financial feasibility
· Manage Holidays packages & Hotel reservations (Singapore, Malaysia, Thailand, Indonesia, China, Dubai, 

Tashkent, Egypt, Turkey, and South Africa etc.)

· Updating Tours, Visas and ticketing price for B2B and Corporates. 
· Relationship with Corporates & direct clients.
· Data entry of updating price of products on daily basis.
· Replying of emails queries to customers and corporates.
· Relationship with International Vendors.
· Applying UAE visas, accurately typing of visas, on EDNRD.
· Manage Operational works.
· C0-ordination with all branches and team.
· Making new contacts with International Vendors.
Sales & marketing Executive (July 2011 – Aug 2012)
Responsibilities: Analysing companies’ projects to determine financial feasibility
· Promoting company products through different contacts, advertisements and publicity campaigns.
· Bring high end Umrah, Hajj, Ticket, & Tours business.
· Dealing with corporates and walking customers.
· Dealing with International venders for updating Tour packages and Hotels rates.

· Handling Visas drop box and Co-ordination with embassies.

· International Ticketing Booking.

· Daily reporting.
Rehman Travels, Pakistan





            
Dec 2010 – July-2011
Rehman Travels is Destination Management Company in Pakistan, providing holidays packages, air ticketing, and visas services for all our the world. 
Tours Marketing Consultant
Responsibilities: Analysing companies’ projects to determine financial feasibility
· Customer relationship.

· Products marketing through E-mail, Social Media, News Papers & SMS Marketing.
· Designing & Advertising Holidays Packages. 

· Assistant to Tourism Manager in operational work.
· Distributions email queries to related department.
· Data Entry on web port, and keep its update.
Punjab Groups of Colleges, Pakistan



        
Dec 2007 – Dec-2010
The Punjab Group has its roots in a Commerce College set up in Lahore in 1985. Over a period of 30 years, the Group has grown into the largest educational network in Pakistan providing top quality education from Playgroup to Ph.D with a student body of 259,000. 
MIS Assistant
Responsibilities: Analysing companies’ projects to determine financial feasibility
· Proving Assist to Management Information System department.
· Using of CMS (Internal Database) 

· Data Entry of students Admission form, Daily Attendance, Fee Challans.
· Co-ordination with students resolving any query related online student portal.

· IT troubleshooting, Networking, Installations to machines.

· Event Management 

· Making students IDs for their online portal access.

· Co-ordination with Boards and Universities.

educational qualification
	Year
	 Degree /Certification
	Institution

	2011
	BA  (Continues) 
	Hazara University

	2006
	HSS
	Abbottabad Board

	2003
	SSC
	Abbottabad Board


Core Skills:
· Exceptional analytical skills, decision making abilities and quantitative approach
· Extensively used MS Excel, MS word, Power Point, Corel Draw, & Photoshop, Arabic & Urdu Typing.
· Excellent Interpersonal, Presentation, Communication and Report writing skills.
· GDS operation (Galileo & Abacus)
Core Competencies include:
	· Holidays Packages
· Consumers Dealing

	· Operational Work
· Data Entry (ETNRD)

	· Air Ticketing (Galileo)
· Marketing
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