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OBJECTIVE

Seeking challenging assignments in an organization that would help me to cultivate and nurture my skills with an opportunity to display my talent and become an asset to the organization in the field of Reservations/ Hospitality/ Cargo – Logistics across Aviation industry


PROFILE

· Sincere, diligent & competent professional with 2+ years’ experience of serving the customers skillfully and in an overwhelming manner with a keen eye on customer satisfaction. 
· A refined individual thoroughly exposed to various functional areas through challenging assignments entailing strong competency-enhancement. 
· Possess demonstrated expertise in managing specialized work aspects viz. special passenger services, interactions & problem solving, travel documents’ monitoring, bookings/reservations and ensuring customer satisfaction.


PROFESSIONAL EXPERIENCE
SHROFF EYE HOSPITAL




               FEBRUARY 2016 - OCTOBER 2016              
· Worked as Front desk.
·    Assisting patients with their registration forms, attending to calls, booking appointments.
·    Handling the billing.
IITC Institute             





      FEBRUARY 2015 – DECEMBER 2015          
· Completed my IATA as an additional qualification.
GAC Marine 







      AUGUST 2012 – AUGUST 2014 

Operations Assistant
· Corresponding to the charterers(On hire & Off hire).
· Preparing memos and sending certificates to the vessels.
· Requesting monthly paper work from the vessel.
· Sending the job order to the marine base when vessel returns.
· Handling the stores when vessel places order for their request. 
SPICE JET – CST AIRPORT, MUMBAI                                                      FEBRUARY 2011 – DECEMBER 2011
Customer Service Executive/Ground staff
· Handle entire activities while providing pre departure & post arrival assistance to the passengers at the airport. 

· Interface with clients, handling their travel requirements and provide them with the best possible solution.
· Check in passengers and baggage, using manual and computer systems, in accordance with airline procedures. 

· Escorting boarding and disembarking passengers. 

· Deal promptly with Property Irregularity Reports and instigates tracing action for misrouted baggage.   

· Provide assistance to all passengers to the highest standard of customer service at all times, especially in the event of delays, cancellations and diverted flights.
· Manage VIPs, from check-ins till boarding the aircraft while managing overall documentation including boarding pass. 
AIR CARGO COMPLEX, MUMBAI
                                                         FEBRUARY 2010 – MAY 2010
Trainee
· Accountable for the preparation of daily briefing sheet and accepting shipment.
· Ensured L.E.O [Let Export Order] is stamped and signed & prepared cargo manifest.
· Involved in the activities of preparing TSP [Transmission service provider] receipt, arranged the ULD’s for shipment (pallets & container), allocated the shipment weight according to capacity of pallet & container, ensured the consignment is properly stacked and loaded on pallet or  container.
· Accountable for the correct detail written on tag i.e. flight no/ date/ destination/ weight/ pallet or container no.

WNS TRAVELOCITY, MUMBAI                                                                   SEPTEMBER 2008 – MARCH 2009

Customer Service Associate – ACH & E-Care Departments

· Acquired and built relationship with Customers and Sub-agents. 

· Escalated the customer grievance and to resolve it immediately.
· Assisted customers with online booking & their cancellation.         

INDIAN AIRLINES, CST DOMESTIC AIRPORT, MUMBAI                         NOVEMBER 2007 – JANUARY 2008

Trainee (Ground Staff)

· Handled entire activities while providing pre departure & post arrival assistance to the passengers. 

· Checked in passengers and baggage, using manual and computer systems, in accordance with airline procedures  

· Escorting boarding and disembarking passengers.  

ITC GRAND MARATHA SHERATON HOTEL & TOWERS, MUMBAI            FEBRUARY 2006 
Trainee (F&B Department)

THE CLUB, MUMBAI                                                                                    DECEMBER 2004 – JANUARY 2005

Trainee (F&B Department)


EDUCATIONAL CREDENTIALS

Hotel Management 2007
Kohinoor College of Hotel Management and Catering Operations, Mumbai
HSC 2003
Sunrise English Private School, Abu Dhabi; CBSE Board
X 2001
Wisdom High School, Abu Dhabi; CBSE Board
Certifications

IATA Course - IITC, Mumbai
Pre-Selection Cabin Crew Course - Wings Airlines Academy, Mumbai
International Air Cargo Management - IITC, Mumbai

Computer Skills

MS Office & Internet Application


Date of Birth: 30th October 1984
Nationality: Indian

Marital Status: Single

Driving License: Holding Valid UAE Driving License 
References: Available on Request

