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CAREER OBJECTIVES
To work in a healthy environment and try to sustain in the service industry, making the best use of my potential. To work at a place which focus on customer’s, believes and values. To work with employers by providing them a working environment where they can contribute to their maximum in achieving the long term goals of the organization. To be involved in work where I can utilize skill and creatively involved with system that effectively contributes to the growth of organization
WORK EXPERIENCE
Documentation Executive
21st  2016  to Till date
Travel Consultant

Green Palm Travels

Old Industrial Area

Near Palace Hotel

Umm Al Quwain, Dubai
January 2015 to December 2015
Receptionist/Counsellor
Mwt Education Consultancy Pvt Ltd
Vellappally Building 72

Vellappally Lane, K.K.Road, Kottayam
02nd April 2007 to 25th July 2014 
Receptionist/Counsellor
SGI International
Mathew & Sons Gateway Building
Vyttila, Kochi
May 2003 to 2007 April
Part Time Service Crew
Receptionist
Christian College of Nursing
Kodimatha, Kottayam
January 2003 to April 2003
Travel Consultant Duties and Responsibilities
· Provide ticketing services to corporate offices and their top management.
· Sell travelling tickets to passengers in accordance with their requests.
· Make reservations and book travel tickets for customers and guests
· Book flight tickets for hotel guests, clients and customer
· Book bulk tickets for package tours.
· Provide tourists with travel information and ticket booking details.
· Organize, schedule and book travelling tickets in accordance with individual travel plans.
· Collect appropriate fares from customers upon delivery of travel tickets.
· Collect tickets and packing list to verify receipt and shipment of items.
    Counsellor/ Receptionist Duties and Responsibilities 
· Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries.

· Directs visitors by maintaining employee and department directories; giving instructions.

· Maintains security by following procedures; monitoring logbook; issuing visitor badges.

· Maintains telecommunication system by following manufacturer's instructions for house phone and console operation.

· Maintains safe and clean reception area by complying with procedures, rules, and regulations.

· Maintains continuity among work teams by documenting and communicating actions, irregularities, and continuing needs.

· Contributes to team effort by accomplishing related results as needed.
· Assist Customers
· Played role in all managing, Visa documentation and counselling the customers.
· Played key role in setting up the operations of the Australian based Immigration Company in Kerala, inclusive of identifying office premises, man power recruitment, media awareness and marketing. Single handily managed the whole set up operations in the beginning stage with the support of Directors based at Australia and Chennai. 
· Spearheading the recruitment and training activities of the organization which is now in full fledged motion.
EDUCATIONAL BACKGROUND
· Diploma in Travel & Tourism
· Advanced Diploma in Computer Application
· Pre-Degree         
· S.S.L.C
LANGUAGES KNOWN
English, Malayalam
PERSONAL DATA
Visa Status: Husband Visa
· Sex                                 :   Female
· Status                            :   Married
· Birth date                     :   May 29, 1984
· Birthplace                     :   Kottayam
· Nationality                   :  Indian
· Religion

 :  Christian

DECLARATION
I, Soumya Lipu declare that the above mentioned information is correct to the best of my knowledge.
Place: 
Date:
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