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QUALIFICATION, EXPERIENCE & SKILLS
· Post Graduation in “International Business”(MIB, 2013-2015)
· Bachelors in Travel and Tourism ( 2009-2012)
· 1+ year (18 months) of experience as Operations Executive in a Travel and Tourism based firm.
· Good negotiation, interpersonal & team-leader skills
· Good Presentation & Analytical skills.

· Knowledge and experience on Business Operations and Business Development
· Clear communication.

· Good in English writing, reading & speaking.

· Excellent skills in MS-Office 

· Results oriented.
· Ability to work under pressure.

PROFESSIONAL EXPERIENCE

Xenia Abode, Bangalore, India

Xenia Abode is Mainly Corporate Travel industry founded 14 years ago with headquarters in Bangalore with offices in Srilanka and Dubai, providing end-to-end solutions for accommodation needs, especially those overseas. Xenia has partnered with top hotels and various accommodations around the world to ensure a safe and comfortable stay for its clients. 
· Designation:  Business Development & Operations executive
· Duration: May 2015-March 2016 & June 2012-Dec 2012 (18 months)
JOB DESCRIPTION:

Business Development

·  Completely responsible for handling new product called “Room factory”. This was a new portal launched mainly for the cooperate customers to book hotels and stays.
· To market this product to potential customers, main role was to convince and negotiate with the clients about the product for them to buy.

· Search for the main leads and clients who can buy the product and present it to them the product details.

· Played key role in Client relationship management and customer relations.
JOB DESCRIPTION:

Operations Executive

· Manage day to day travel requirements sent by customers.

· Process the requirement and make sure that it is done and closed.

· Monitoring Mailbox to answer customer queries and check invoices.

· Validate invoices and update it in the database.

· Provide customers hotel options and provide the best price from the xenia for the customers.

· Manage the booking for the customers who have agreed to book with xenia.

· Make sure process runs smooth and there is no room for complaints from the customer ends.

· Coordinate with the internal teams for the status of customer requirement.

· Responsible for Data entry and Data communication.
· Diagnosing clients’ specifications and wishes and suggesting suitable travel packages

· Organizing travels from beginning to end, including tickets, accommodation and transportation

· Supplying travelers with pertinent information and useful travel/holiday materials

· Research various destinations and means of travel regarding prices, customs, weather conditions, reviews etc.

· Collect deposits and balances

· Use promotional techniques and prepare promotional materials to sell itinerary tour packages

· Handle unforeseen problems and complaints and determine eligibility for money returns

· Attend conferences to maintain familiarity with tourism trends

· Create and update electronic records of clients

· Maintain relationships with key persons

· Keep financial statements and documents

· Reach the revenue and profit targets

EDUCATIONAL QUALIFICATION

	Course
	University / Board

	Master Degree in  International Business (MIB)
	Mount Carmel College ( Autonomous), Bangalore, India

	Bachelors in Travel and Tourism
	Mount Carmel College ( Autonomous), Bangalore, India


PROJECTS  AND INTERNSHIP UNDERTAKEN IN MASTER OF INTERNATIONAL BUSINESS
1. Subject:  A report on how Logistics department work in “Blue Dart” Courier service
Worked as Intern for two months for Blue Dart courier service and prepared report on how logistic management is done.
2. Subject: A report on how Operation Management is executed in manufacturing company.

Worked as Intern for two months for “Maathru Enterprise” small scale manufacturing Industry to understand how operation Management is planned and executed and prepared report.

PERSONAL
· Full Name

:

Neeth 
· Date of Birth

:  

24-06-1991
· Sex


:  

Female
· Marital Status

:  

Married
· Nationality

:  

Indian
DECLARATION
I hereby solemnly declare that all statements made above are true & correct to the best of my 
knowledge & belief.
Place: 
 Dubai, UAE                                                                                          
Date:  
18.07.2017
  
Neeth			                                                  
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