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Personal Statement
Experienced agent bringing enthusiasm, dedication and an exceptional work ethic. Trained in Customer Service, with knowledge of travel arrangements. High Energy and outgoing with a dedication to positive guest relation.
Career Objective

To obtain a position as a team player, where I can maximize my customer service, tourism and aviation experience and build a strong career in a challenging environment, with my strong organization skills, and ability to work well with people to complete goals, improve customer satisfaction and enhance the company brand name.

Areas Of Expertise
Personal


Technical

Management

Travel Management

Amadeus Basic

Administration


Customer Service

Amadeus Ticketing
Pro-Active
Quick Learner


Saber


Team Player

Communicator


Galileo


MS Excel
Patients


Visa Arrangements
Document Management
Self Motivated


Online Travel

Coordinator
CAREER HISTORY
Ground Services Agent



                        April 2012 – December 2015.

My Responsibilities:
· Acts as point of liaison for 3rd part check-in staff monitoring third party activities. To ensure that service are delivered in accordance with Airline values and requirements.

· Takes an active role in emergency response and business continuity activations and exercises.

· Ensures that opportunities to optimize excess baggage revenues are identified and delivered.  

· Meets and greet guests, paying special attention to those with special needs.

· Responsible and accountable for identifying safety risks in accordance with risk assessments process, and ensure that adequate risk mitigation steps are appropriately implemented in order to ascertain safety within the workplace.

· Controls as directed, flight editing handling, activities such as flight editing, check-in, transfers, boarding etc, in order to ensure high service standards.

· Manage passenger baggage processing including handling and fee calculation if applicable

· Assist passengers as needed through arrival and check in processes including support for passengers with special needs such as unaccompanied minors (UM), VIP passengers and passengers needing wheelchair assistance

· Direct passengers through Customs, Immigration, and Quarantine, make public address announcements as required

· Assist Ramp Service Agents to ensure that wheelchairs, strollers and gate checked bags (cleared through security) are made available for loading upon departure and delivery to passengers upon arrival

· Comply with all federal, state, municipal, airport authority and carrier security requirements and policies

· Operate equipment to include the jet way, computer keyboards, and carrier specific reservation/ ticketing software

· Produce all required, work-related documentation

· Other duties as assigned

· Inspect and verify passenger documentation

· Issue boarding passes and reschedule passengers affected by flight interruptions or cancellations
First Executive Travel – Abu Dhabi, U.A.E
(Group of H.H.Shiekh Tahoon Saeed Bin Shakhboot)
Travel Management Executive



   February 2006 – February 2012.
My Responsibilities:
· Handling of Annual Leave Travel of all the Staff.

· Handling of Reservations & ticketing of Associate Companies.

· Liaising with the Airlines for Good Fares & Special Offers

· Making On line Reservations on the GDS Systems (Amadeus) 

· Preparing & maintaining of DAILY SALES REPORTS (DSR)

· Finalization of payments through the Accounts department.

· Keeping in knowledge about all the basic flight information like excess baggage.

· Coordinate and assist customers in meeting their merchandise requirements.

· Coordinate sales efforts in reaching or exceeding sales targets and goals.

· Coordinate marketing efforts to maximize business opportunities.

· Coordinate with finance department to invoice travelers for personal travel costs, and following up with finance staff.

· Assist in processing visa forms and obtaining visas from foreign embassies.
· Coordinate sales team by managing schedules, filing important documents and communicating relevant information.

· 24/7 On call for Emergency travels for VIPs

· Fulfilling all outstation requirements for the VIPs like cruise, car rentals, shopping, attractions etc.
Eduscan Institute – Abu Dhabi, U.A.E

Office Assistant





   
June – September 2004.
Intersoft Computers – Surat, India.
Sales Assistant






  
June – September 2003.

ACADEMIC QUALIFICATION
Al Fajr English Intl School

2000 – 2003
O Levels GCSE

Emirates Aviation College

MAY – 2005 
Diploma Air Cargo

Asia Travel and Tourism

SEP – 2005 
IATA Foundation

Prometric, Ahmedabad, IND
APR – 2012
GED (General Education Diploma)

Nirma University, IND

2013 – 2016
Bachelors of Business Administration







(Undergoing)

LANGUAGE

English 
Fluent

Hindi
Fluent

French

(Learning)
Arabic
Basic

Urdu
Basic

Spanish

(Learning)
HOBBIES
Reading
Travelling

GYM
Football

News
Internet Surfing
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