COVERING LETTER







Email:
Sarabjeet.358871@2freemail.com 
To
Human Resource Manager, 

Subject:                    Regarding job opportunity in your organisation
Dear Sir/Madam,

I am writing to you in connection with the job opportunity in your organization.
 I have   Graduated in Commerce from Mumbai University India, and completed one year diploma in (AHTM) i.e. Aviation Hospitality and Travel Management from Frankfinn Institute of Air Hostess Training.I have obtained Computer Knowledge in Ms-office from CMC computer institute Mumbai. I worked with Ayaanz Realty as Sales Person. I have worked with Spice Jet as a Security (CSA) at Domestic Airport , I have passed my Aviation Security (AVSEC). I have worked with Cambata Aviation Private LTD as Passenger Service Agent (PSA) at International Airport Mumbai India for seven months. My studies and my work experience has natured me with strong communication and to work in team.
I have developed effective communication and interpersonal skills through working with this organisation about my ability of working under pressure to meet deadlines.I will appreciate the opportunity of an interview where we can discuss about the particular job. I am available at any time and looking forward hearing from you.
Yours sincerely,

Sarabjeet 
                           Curriculum Vitae

Sarabjeet  
Experience and Accomplishments
(July’2010 till Present)

Ayaanz Reality.
· Greeted customers as they enter the office.
· Provide excelled product information.
· Negotiated product price.
· Followed up on positive leads.
· Managing company Bank account and its related procedure.
· Doing all paper works for customers.

· Coordinate with bankers for customers loans. 

· Arranging meeting of customers and builders.
(August’ 2009 till June’ 2010)

Security (CSA)

Spice Jet LTD.

· Secondary ladder check.
· Guarding of Aircraft.

· Frisking of Passenger.

· Security of Cargo.

· Security of Catering.

· Security of Checked Baggage.
· Carriage of Weapon.
· Security of Mishandled Baggage
(March’ 2007 till September’ 2007)
Passenger Service Agent (PSA) 
Cambata Aviation Private LTD.
· Face to face contact with Passenger, as well as through phones.
· Doing checking counters.
· Checking Passport means checking passport expire date.
· Checking visa and expire date of visa. 

· Issuing boarding pass.

· Giving passenger immigration forms.

· Doing Arrivals.  

· Filling Lost and Damage forms.
· Putting lost and damage report in system.
· Making file of lost baggies.
· Contacting passenger about there bags.
· Making pre flight report.
Educational Qualifications 
· October 2006      Graduated in Commerce                    ( University of Mumbai) 
· March 2000  
      Higher Secondary                     (Maharashtra Board, Mumbai)
· March 1998       Secondary Examination                 (Maharashtra Board, Mumbai)
Professional Qualification
· Passed Aviation Security Test (AVSEC) with 82 marks in Dec 2009.
· Completed one year diploma in (AHTM) i.e. Aviation Hospitality and Travel Management from Frankfinn institute of Air Hostess Training India in 2006    
· Computer skill with Ms-office. 
Personal Details

Date of birth -

08-06-1982

Marital Status- 

Married 

Nationality- 

Indian
Interests 

· Listening to Music.
· Working in Gym.

· Playing Cricket.
Reference
Available on request.

