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RESUME

Sumi 
Sumi.362918@2freemail.com
​​​​​​​​​​​​​​​​​​​​​​​​​​
· Career objective

Being a hardworking part of an organization, utilizing my talents and resources to the maximum, attaining organizational goals with an opportunity for growth and career advancement as successful achievements. 

· Work Experience

International Cargo Terminals and Infrastructure Pvt. Ltd. (J M Baxi Group.), Mumbai, India. Admin Executive                                  08th Sept 2014 to 28th Feb 2017                                  

· Administrative activities, Supervision (front office, pantry, housekeeping and security).

· Vendor Management, AMC requirements in office.

· Record Management for various utilities, office data, Working Lunches.

· Petty cash handling and Office procurements, Office Stationary.

· Maintaining staff Attendance, Leave records and Leave forms.

· Assisting guests and visitors, handling Chairman and Director’s requirements. 
· Effective resources management with an eye for detail essential in maintaining the upkeep, décor and smooth functioning of the Corporate office.
Asian Airline Academy, Thiruvananthapuram, Kerala.                                    

Asst. Instructor (Airline Customer Service)
      21st May 2012 to 26th May 2013

· Teaching IATA Airline Customer Service course along with other activities like conducting grooming classes, stage speeches for students, anchoring for Academy programs.

DNATA, Dubai

· Worked as a Customer Service Associate at Dubai Airport, Terminal 1 of 6 months (Feb 2010 to Aug 2010) (GDS Systems SABRE and DMACS).

Jet Airways, International Airport, Mumbai, India               

CSA (Customer Service Agent)                                       14th Nov 2007 to 28th Nov2009

· Worked as an Airline Ground Staff  (GDS System – SABRE)
VFS, Belgium Visa Application Centre, Mumbai, India.       
Submission Officer                                                              8th May 2007 to 8th Nov 2007
· Handling Belgium visa application forms, retrievals, cash, telephonic visa enquiries, co-ordinating with the Belgian Consulate with passport submissions along with applicant’s data provision.

3 Global Services (PART TIME) (Mumbai, India) 
  

Customer Service Associate, 3 Care Services           30 November 2004- 30 June 2005

· Worked as a call centre agent handling inbound and outbound calls for 3G services in the Australian  region

· Education
	Institution
	Exam
	Year
	Governing Body
	Class

	Welingkar’s Institute of Management Studies, Mumbai
	Post Graduate Diploma in Management Studies-(Distance Education)-Human Resources
	2014-2016
	Mumbai University
	First Class

	IITC, Mumbai
	IATA/UFTAA Consultant course 
	Sept2008
	Montreal, Canada
	Passed

	IITC, Mumbai
	Diploma in Travel and Tourism
	Sept 2007
	IITC,   India
	Passed

	IHCTM, Mumbai
	IATA/UFTAA Foundation Course with AMADEUS
	 March 2006
	Montreal, Canada
	Passed

	Nirmala Niketan College of Home Science, Mumbai
	TY.BHome Science-Consumer Resource Management-House Keeping
	March 2007 
	University of 

Mumbai.
	First Class


· Projects
Industrial Training from Hotel Sea Princess, Juhu, Mumbai in Housekeeping (Internship), as a part of degree course.

Worked with organization R.E.A.P (REACH EDUCATION ACTION PROGRAMME) as a part of fieldwork in college for a period of 25 hours.

· Additional Qualifications & Skills 

1. Certificate in French Language Course from Alliance Francaise de Bombay for Level 1.

2. Certificate in Office Automation and Web Designing from Globenet, Mumbai.
3. Awarded various certificates from Jet Airways and DNATA, Dubai for successful Training and Security Awareness courses.
4. Certificate of Appreciation for Meeting Operational Demands in Professional Manner by DNATA, Dubai.

5. Typewriting with proficiency and speed along with working knowledge in Microsoft Word, Excel & PowerPoint. 
6.  Active participation and awarded certificates in stage activities like Dancing,                                       Acting, Singing, Elocution at school and college levels.

· Personal Details

Nationality                              : Indian



Languages Known

            : English, Hindi, Marathi, Malayalam, French (Level1)

Visa 



: Residence

Declaration 
I hereby state that the information provided above is true and at the best of my knowledge. 
Date:
22.04.2017





 

