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NIRBHAWNE
NIRBHAWNE.365697@2freemail.com  


O
Seeking a challenging position with a growing organization, where extensive management, administration and coordination skills can be fully utilized to achieve the organizational goals and enhance the operational efficiencies 
CAREER SNAPSHOT

· Adaptable and Customer-focused professional with 7 years of dedicative experience in handling aircraft ground activities & services and front desk operations across Aviation & various hospitality settings and guest services
· Experience in facilitating airline ground operations at regional and international airports
· Sound knowledge of all systems and operating software like SABRE for Airlines (Semi Automatic Business Research Environment) and Opera for Check-in & Check-out and to check the general information of the guests

· Comprehensive knowledge of ground service and work activities, aviation services, and operation procedures

· Familiar with the federal aviation standards, safe working practices, and guidelines

· Ability to respond to emergency situations in a quick and effective manner
· Adept at providing effective & efficient services to all the Airline passengers, assisting Supervisors/ Managers in administration & operations of the ground handling whilst providing end-to-end solution to the passengers to create hassle free experience at the airport

· Well conversant with the details of the arrivals/departures and other commitments to be met during the shift, like travel of VIP/CIP and dignitaries
· Possess extensive communication skills to deal with customers/passengers at the airport for booking, reservations, ticketing and handling customer, complaint handling, screening, frisking and overall safety and security of passengers.
· Hands-on skills in using MS Office – Word, Excel & PowerPoint to facilitate daily office operations

· Expertise in delivering a first-rate service to guests and managing successful administrative operations viz. Front Office and Reception
PERSONAL SKILLS
· Self-motivated professional with excellent organizational and time management skills

· Possess excellent communication skills; innate ability to interact effectively with people of various cultures; Responsible and dedicated enough to work for long hours, and on weekends

· Profound ability to succeed in high-pressure, challenging, & deadline-driven environments; Professional demeanor with friendly, courteous, and professional manners

· Demonstrated ability to ensure all tasks are completed in a timely and systematic manner
CORE COMPETENCIES

	· Ground Staff Activities

· FAA Regulations

· Passenger Handling
· Complaint Handling
	· Aviation Services
· Customer Service

· Travel Coordination
· Travel Arrangements
	· Front-desk Operations & Reception
· Safety Practices & Standards

· Guest Relationship Management
· Conflict Resolution & De-escalation


EDUCATION

· Bachelor of Commerce (B. Com.) from Eastern Institute for Integrated Learning in Management University, India (2011)

Professional Trainings 

· Certified Airport Ground Handler from Livewell Aviation Training Academy
· Basic training of Airport handling from JET Airways
· Certified Diploma Holder for Automobiles Engineering Services from Indian Technical Education Society
WORK EXPERIENCE
Westin Mumbai Garden City, Mumbai, India 






  May 2015 – Nov’ 2015

Airport Representative, Front Office, Concierge



Company Profile: Westin Hotels & Resorts is an upscale hotel chain owned by Starwood Hotels & Resorts Worldwide
· Processing dining & other reservations for patrons, obtaining tickets for events, coordinating stand-bys and making travel arrangements
· Provide information about local features such as shopping, dining, nightlife, and recreational destinations
· Make travel arrangements for sightseeing and other tours
· Receive, store, and deliver luggage and mail
· Be present at all scheduled flight landings and assist incoming guests with baggage clearance and directing them to transport facilities
· Escort the guest to the official car rental and deals with authorized car rental staff.

· Maintain a good relationship with airline personnel, immigration and custom officers 
· Write all the additional instruction for guests or information about guest arrival or departure in the logbook and should be transferred to the expected arrival list of each airport rep.
· Inform reception manager, concierge or guest relation officers when VIP on their way to the hotel
· Welcome VIP and VVIP guests at the airport and ensure transportation is arranged
· Maintain detailed knowledge of all facilities and services offered by the hotel.

· Responsible for good service and maintain close relationship with all official sectors at the airport and most of all, maintain a spirit of team work among the hotel’s personnel
· Report to Front Office manager and chief concierge if any changes on arrival and departure flight 
Jet Airways Private Ltd - Mumbai International Airport  




 Dec’ 2012 – Feb’ 2015
Ground Staff



Company Profile:  Jet Airways is an Indian airline based in Mumbai, the second largest airline in India
· Provided all necessary information to passengers and made their journey easier and comfortable
· Welcomed Passengers and handle help desk counter
· Carried out check-in, boarding and disembarkation procedures
· Coordinated and managed staff around the aircraft during its stopover.

· Drafting and hand over of the necessary documents for the flight to the aircraft captain.

· Promoted and upsold airline products 

· Responsible for inspecting, storing and transporting luggage

Livewell Aviation Services Pvt. Ltd - Mumbai International Airport



  Apr’ 2008 – Dec’ 2011

Ground Staff



Company Profile:  Livewell Aviation Services Pvt ltd is the flagship enterprise of livewell group of companies over the past 3 decades been a service delivery leader with its expertise spread across continents ,domains and industries.
· Involved in checking passengers in for flights, re-routing /re-booking passengers whose flights have been cancelled /delayed
· Assisted disabled passengers or those travelling with young children
· Assisted staff in carrying out security checks as and when the situation arises.

· Delivered high levels of customer service to passengers and those travelling through the airport
· Handle all the loading and uploading of passenger bags from the aircraft
· Provided services such as steps from the aircraft for passengers and crew to disembark the aircraft
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