Lubna 
Career Objective:
Career Objective:
To work and contribute in a cross-cultural challenging work environment and add value to the organization with the knowledge and experience gained over the years. 
Professional Experience:
Professional Experience:
Designation:  Admin Manager
Dhabi
Duration:  September 2015 – Till Date 
Duties & Responsibilities:  

•
Preparing and arranging new crew visas, visa renewals and cancellations on time.

•
In charge of the seaman cards, insurance cards and directing the P.R.O and Admin assistants.

•
Preparing the analysis of the telecommunication usage on monthly basis for each marine vassal and its employees as per their contract

•
Ensuring the telecommunication tools (Internet, Mobiles, Data packages, etc) are in working conditions and payments up to date

•
Delivering monthly reports of transportation expenses to the management 

•
Analyzing the usage of transportation of the crew

•
Monitoring utility bills and submit the payments accordingly

•
Advising the management of all the transport facilities to the employees as per the approved grading systems

•
Monitoring the tenancy contracts of all the accommodations under the company name.
Designation:  Executive Secretory to Managing Director 
Company: Al Jaber Shipping Agency & Marine Works L.L.C., Abu Dhabi
Duration:  June 2013 to September 2015 
Duties & Responsibilities:  

•
Compose, type, and distribute minutes of meeting. 

•
Set up and maintain paper and electronic filing systems.

•
Arranging meetings for MD (internal and external customers).

•
Undertake a variety of administrative work without supervision and/ or ad hoc exercises within general guidelines.

•
Take dictation and follow-up all internal/ external correspondence within limited timeframe as per company standards and procedures.

•
Provide office up keeping, engagement diary, arrange appointments, guests visits etc.

•
Ensure confidentiality related to all daily operational matters.

•
Operate office equipment such as fax machines, copiers, and phone systems, and use computers for spreadsheet, word processing, presentations and other applications.

•
Making organization structure on Power Point as directed by MD. 

•
Delivering monthly reports of transportation expenses to the management 

•
Analyzing the usage of transportation of the crew

•
Monitoring utility bills and submit the payments accordingly

•
Advising the management of all the transport facilities to the employees as per the approved grading systems

•
Monitoring the tenancy contracts of all the accommodations under the company name.
Designation: Crew Controller Officer 
Company:  Maximus Air LLC, Abu Dhabi
Duration: June 2009 –May 2013
Duties & Responsibilities              

•
Train all colleagues on AIMS (Airline Information Management system).

•
Publish the monthly roster for crew. 

•
Manage the Leave Roster.

•
Arrange tickets, hotel and visa for Crew Duty Travel.

•
Arrange visa for crew when and where is required.

•
Provide crew information to outstation in-order to arrange Visa.

•
Coordinate with accounts department for crew allowances.

•
Run different type of reports for all Department Managers.

•
Keep the Data store for crew Training, Leave, hotels etc.

•
Arrange all GCAA required and essential training including simulator sessions for recurrent and initial training.

•
Departmental training on Environmental & Health Safety Management (EHSMS).

•
Organize ELP (English Language Proficiency) for crew. 
Designation: Crew Briefing Officer
Company:  Etihad Airways, Abu Dhabi
Duration: June 2006 –  May 2009
Duties & Responsibilities              

•
Preparation of Flight Envelops including Gendec and dispatch in accordance to sectors.

•
Assigning Ground Engineer on Gendec as per the list received from Maintenance department.

•
Preparation of AIRPORT STANDBY list.

•
Preparation of VIP/CIP list as and when required.

•
Preparation of Cabin Manager alert for VIPs.

•
Spot Checks for Crew Grooming.

•
Spot checks for mandatory documents (GCAA license, GCAA medical card, SEP manual).

•
Delivering Mandatory Documents (GCAA license, GCAA medical card, SEP revisions, OMA CD).

•
Handling different type of forms like Onboard Evaluation forms, SUPERNUMERARY FORMS, qualification tracking form.

•
Replenishing the flight forms keeping them available.

•
Coordinating with Out stations on daily basis pertaining to operational issues.

•
Coordinating with Cabin Managers, F&B Managers, Cabin Crew and Performance Managers.

•
Assigning Briefing rooms in accordance to the briefing timings.

•
Training of the newly joined S.D.O.'s on AIMS and all the duties as mentioned above. 
Designation: Office Coordinator
Company:  Golden Class Services, Abu Dhabi
Duration:  January 2005 – May 2006
Duties & Responsibilities              

•
Booking Meet & Assist services as per provided Guest and Flight details.

•
Responding to Emails for inquiries as well as providing info. To the Walk-in customers etc. 
Designation: Cabin Manager
Company:  Aero Asia Int’l. Airlines, Pakistan
Duration:  April 1996 – April 2004
Duties & Responsibilities              

•
Responsible to maintain safety and security standards inside aircraft cabin, crew and passengers at all the time during flight.

•
Over all cabin activities for safety and passenger services.

•
Handling flight documents like Pax Manifest, Load Sheet, Pax Information List, etc
Designation: Cabin crew
Company:  Saudi Arabian Airlines; Saudi Arabia, Jeddah
Duration:  December 1990 – November 1992
Duties & Responsibilities         

•
Responsible to maintain safety and security standards inside aircraft cabin, crew and passengers at all the time during flight.

•
Over all cabin activities for safety and passenger services.
Academic Qualification:
Academic Qualification:

•
MBA (Master of Business Administration) from University of Atlanta, Abu Dhabi Campus.
Trade Qualification:
Trade Qualification:

•
Proficient with AIMS Crewing System.

•
Safety & Security Procedures for Airlines – Dangerous Goods.

•
First Aid.

•
Crew Resource Management.

•
Passenger Handling & Customer Service.

•
Microsoft Outlook.

•
Microsoft Word, Excel, Power Point.
Personal Details:
Personal Details:

•
Date of Birth: 

22nd September, 1969

•
Sex: 


Female

•
Nationality:

Pakistani

•
Languages Known: 
English, Arabic, Urdu, and Hindi
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