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SHYINA  
SHYINA.349964@2freemail.com 
Looking for Challenging position where creative nature and natural leadership qualities will add value towards organizational growth.

WORK EXPERIENCE

The Paradise Inn Hotel Apartment                    

Front Desk Executive       Sep 2014- till Date 
· Working as a Front Office Manager in Paradise Inn Hotel (AJMAN)

World Wide Immigration Consultancy Services 

Counselor                   Mar 2014- June2014                                                

· Worked as a Education Counselor in WWICS(Abu Dhabi)   

Asppen Overseas pvt. Limited
                          Counselor

June 2011-March 2014
· My job profile is to counsel students regarding study visa, Ielts and tourist visa.
· Assign students class slots and provide all study materials.

· Handled queries to study abroad

Orion Edutech Pvt. Limited                                         
            Counselor                   December 2009- September2010
· Counselor cum trainer for both students and junior trainer.
· Involved in business planning and work flow decision.

· Monitored the progress and maintained co-ordination among different levels.

· Assisted Marketing Executives and trainers for developing and modifying business through better coordination.
· Handled customer interactions and complaints.

Touch Stone IELTS Institute                                        Head Counselor                         September2009 – December2009

· My job profile is to counsel students regarding IELTS and also train junior counselor.

· Assign students class slots and provide all study materials.

· Responsible for customer service and complaints.

· Prepare MIS and Business report to monitor the target and growth of the business. 

Frankfinn institute of Air Hostess Training                              Counselor                                    April 2008 - July 2009

· Primary work is to counsel students regarding courses and highlights about their career opportunities.

· Visit schools, colleges to give presentation for product promotions.

· Coordinate with Trainees, marketing executives.

· Prepare MIS and Business report to monitor the target and growth of the business. 

· Coordinated with various zonal offices and assisted them to perform well.

Global institute of Hotel Management & Air Hostess              Faculty                                      August 2007 - April 2008
· Training students in Aviation and Hospital management.

· Specialist in personality developments.

· Responsible for placement coordination 
                                                        ACADEMIA
Diploma Aviation Hospitality & Travel Mgmt
Frankfinn Institute




2006
Bachelor of Arts                                   

Punjab University                                       
2006
Higher Secondary                      


Punjab School Education Board                           
2003
ADDITIONAL SKILLS

· NTT (Nursery Teacher Training).

· Six Months Training in Hair & Skin Care.

ACHIEVEMENTS

· Second Prize winner in Calligraphy.

                                                            COMPUTER SKILLS

· Basic                         MS-Office ,Internet
                                                          TRAINING ATTENDED

Frankfinn Orientation courses:                                                                     April - May 2008     

· Orientation programme cum training on counselling and product knowledge at Delhi Head Office for 15days.
Orion In-service courses: 




                     December2009 – January2010
· Undergone training on counselling and trainer at Delhi Regional training centre for one month.

PERSONAL DETAILS

· Date of Birth: 08th October 1986
· Marital Status: Unmarried

· 
Languages Known: English, Hindi and Punjabi.
