 RESUME
 
 
AYUB 
                          
I. WORK EXPERIENCE
A. I am working for ATA GLOBAL travel agency since June, 2015 as a sales and operation manager and Teaching instructor for ATA hotel and Tourism College since January, 2015.

B. Network travel and tour agency

I worked for network travel and tour since June 2010 to June, 2011 as a senior travel consultant.

SUMMARY OF RESPONSIBILITIES

· Handle all administrative arrangements (booking, tickets issue and payment collection) for self-payers, prepaid and credit agreement.
· Generate mission’s monthly movement statistical report.

· Coordinating total office arrangements and controlling activities.

· Handling customer compliant and solve it per company service standard. 

· Contacting with different Airlines regarding fare and flight application.

· Settling any problem which aroused from daily activities.
     . Handle any financial activities including signing on checks, and making agreements on behalf of the company  
C. Ethiopian Airlines 
 I worked for Ethiopian Airlines since august 2004 to November, 2009 as a Senior Ticket Agent.

Since 22Sep 09 working as A/ team leader customer service agent

SUMMARY OF RESPONSIBLITIES
· Provide service to the airline clients by selling tickets, issuing and reissuing Miscellaneous Charge Order (MCO), hotel voucher and other travel documents.

· Give fare quotations of itineraries and provide the required travel information.

· Make bookings and give flight information.

· Checks visa, health and immigration requirements.

· Keep records of passenger sales.

· Prepare daily and monthly sales reports.

· Deposit sales funds with company cashier or in authorized bank.

· Give suggestions to supervisors of ways to improve service.

· Calculate and process refund for unused tickets.

· Supervise the activities of junior ticket agents and general cleanness of the office.

· Coordinate with inter offices to resolve difficulties arising from flight irregularities.

· Give reply to inter office correspondence (using email and telex).

· Maintain the filing system of the office. 
· Controlling and maintain smooth operation of the office

· Scheduling the work force for the office.

· Handling customer compliant and solve it per company service standard. 
II. EDUCATIONAL BACKGROUND 

· B.A Degree in marketing Management from Addis Ababa University College of Commerce 2005-2009. 

· Diploma in marketing Management from Addis Ababa College of Commerce 2001-2003.

· Diploma in Marketing and Training in Selling International Air Transport Services ,cargo, world tracer and Certificate in Professional Customer Handling Courses from Ethiopian Airlines From Ethiopian Airlines 04/2004-08/2004.      .

· Certificate in basic document and imposter detection by Nairobi immigration liaison on June 2005.
· Certificate in mass media program producer at high school. 

III SOFT QUALITIES

· Good communicator to work 

· Self-initiator

· Good negotiation and lobbying skills

· Good team player

· Career oriented

· Willing to train and be trained

· Working under pressure, extra time and in a dynamic environment 

· Willing to be available outside official working hours as deemed necessary  
 

IV.SUMMARY OF PROFESSIONAL SKILLS

· Strong professional background developed through extensive work experience. 

· Self motivated and works with no supervision as one man office assignment like UN ECA Addis Ababa. 

· Good communication, negotiation, planning and organizational skills, solving critical problems. 

· In house trainings:  Ticketing, Reservation, Cargo Handling and Customer Handling. 
V. MAJOR ACCOMPLISHMENT
· Handling group passengers for labor market to Beirut and Dubai 
· UNITED NATIONS (ECA): Handling delegates & arranging their flights for Ethiopian airlines and awarded certificate.
VI.OTHER WORKSHOP SEMINARS

· Customers’ loyalty program department restructuring.

· Incapacitated passenger handling. 

VII.PERSONAL

Date of Birth:  07may, 1979
Language      : Amharic is excellent
                     : English is excellent

I enjoy watching movies, reading, solving puzzles, documentary stories.

VII.COMPUTER APPLICATION AND SOFTWARE SKILLS  

· Word basic 
· Excel basic 
· Internet basics and Advanced  
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