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Objective:
Do justice to skills I’ve acquired by implementing them, be recognized for the professional skills that I’ve been imparted during the course of my professional learning.

With my hands on experience around 14 yrs.  in different stages of business in a growing organization and a clear understanding of Travel/Admin Operations coupled with strong leadership & management skills, I am confident of contributing to the overall growth and development of the organization and grow professionally along with the organization.

Career Graph:
SOTC business Travel: - Worked as a Sr. Manager-Operations from November 2009 till Feb 2017.
Job Profile: Overall responsibility for Handling Domestic and International Ticketing, Quality Check, Refunds authorization, follow up for Agent Credit Memo and Airline Debit Memo, Handling Group tickets booking, overseas insurance, Passport, Visa Packages and hotel Reservation for the client CAPGEMINI/ABB/BRITANNIA /INFOSYS and other clients.
· Galileo and ABACUS–GDS blend with HRG Sita Ticketing policy.
· Handling Group Desk and Mice ticketing 

· Quality Check for all corporates Pnrs as per the airline corporate agreement.

· Resolving ADMS and Refund authority rejection issues 

· Corresponding with airline for all kind of Operation issues

· Maintaining MIS Report for LCC/Refunds/Daily sales report/Rail Tickets/Group Ticket 

· Resolve and close escalations and customer complaints by eliminating gray areas and implementing preventive measures. 

· Negotiating hotel rates with the Vendors 

· Scheduling meeting with the team member and updating the knowledge about the product and updates in the field .

· Conducting on the Job Training for New Joinee

Role Played

· Visa desk Coordinator.
· Quality Checker.
· In charger of BTA Reconciliation for Cap Gemini.
· ADMs resolver.
· Quality Checker for Domestic/International Tickets/Refunds.
Awards & Reward

· Recognized as Star Performer for III quarter of the year 2011.
· Recognized for Employee of the year 2010.
· Recognized as Outstanding Performer from CAPGEMINI BUSINESS Client location.
· Recognized as Star Performer for IV quarter of the year 2010.
· Recognized for Spot Award month of November 2010.
· Recognized for The Gold Kuoni Fellowship Award the year 2013 in the category of Excellence in operations.
· Recognized for Exemplary performance in February,2014.
American Express India Pvt Ltd.(December 2006 - September 2009 )
Job Profile: Worked as a Senior Travel Consultant and was overall responsible for Handling Domestic and International ticketing, overseas travel insurance arrangement, Passport, Visa Packages and hotel Reservation for SAP and CGI.
· Arranging Domestic and International Air tickets through Galileo –GDS blend with Amex Ticketing Software like Quest and Formex.

· Maintaining MIS Report 

· Processing Visa documents for all the Countries.

· Counseling the passenger in regard to United States and other countries Visa requirement at the time of personnel appearance.

· In charge of MIS report 

· Resolving disputes in BTA statements

· Resolve and close escalations and customer complaints by eliminating gray areas and implementing preventive measures. 

· Negotiating hotel rates with the concern department 

· Scheduling meeting between the staff to update the knowledge.

Role Played

· Visa desk Coordinator

· In charger of BTA Reconciliation 

· Sales Support , documentation in all stages of Reservation 

· ADMs resolver

· Coordinate, represent and ensure to clear all ADMs and other revenue issues with the Airlines.

Vayu Air Wing Pvt Ltd., - Worked as Asst.Operation Manager for a period of 5 years. 
Job Profile: Overall responsibility for Handling Domestic and International ticketing, Overseas Insurance, Passport, Visa Packages, hotel Reservation, Debtors and Creditors report.
· Maintaining MIS Report 

· Visa arrangements for all the Countries 

· In charge of MIS report 

Handling Customer escalation 

· Negotiating hotel rates with the concern department 

· Scheduling meetings between the staff to update the knowledge.

· Handling cash book and Debtors and Sales register.

· Attending Airline meetings and conference.

· Renewing the contract with Client.

· Assisting to the Auditor to file the Income returns of the Company.

· Handling Bank accounts like Current account and Over draft Account.

· Representation and implementation of quality measures and facilitate Audit programs of internal and external, Process and Statutory.

· Reviewer authority for Balance Sheet accounts related to Inventory and Revenue process
Role Played
· Travel Operation –Head
· Debtors management, collections and recovery

· Sales and Service correspondence, complaints redressal and customer meet.
· Regular and instant MIS to mgt – Database management on Sales report, Debtors and   collection, Tax report, service report and employee database
Qualification Graph:
Academic:



:
B.Com.














Technical:

Typing 



:                English Typewriting -Senior Grade.

Computer background


:               
Diploma in Computer Application

Professional:
:
IATA (International Air Transport Association)

 

Montreal-Canada

OPERATION SYSTEM 
:             GALILEO AND ABACU
Personal Graph

 Date of Birth



                :
 29 November 1981

Marital Status 



:
Married

Languages Known
:             English, Kannada, Tamil, Hindi & 


Arabic (Read).
Personal Strength and Skills:

· Ability to set direction, priorities, scheduling and    meeting the deliverables by  effective coordination 

· Achievement oriented with excellent communication, Operations Management & interpersonal Skills.     

· Good negotiation , disturbance and dispute handling motivational and staff retention skills

· Good interpersonal, more quickly and establish good   rapport with all levels

· Detail- oriented,  multi  tasker,  strong,  learning  and   organizing  skills matched with the ability to manage  time and people effectively

· Good analytical & logical skill  

· Can perform well under pressure and in any environment
· Effective communication skills
· Quick Learner 
· Excellent presentation Skills

· Strong analytical and assertive skill sets.

· Patient & Persistent

· Self Motivated , Self Starter & result Orientated 

· Can admit mistakes, learn from them and make a positive move from there.

 DATE: 

PLACE:  Bangalore 




Yours Sincerely







  (NASNEEN)

