                                       MARTINA 
Martina.370875@2freemail.com 
A performance-oriented individual who accepts challenges with responsibility. Looking forward to the prospect of working in a company that will recognize, fully utilize and reward my skills

PROFESSIONAL WORK EXPERIENCE
Reservations Executive  President Hotel (Dubai)                                                                                                April  2015 – May 2017

· To oversee all activities pertaining to Reservation Department in order to achieve the highest possible occupancy levels for the purpose of maximizing room revenues and profits. 

· Handle inter-department communications, establish and maintain good relations with corporate accounts, travel agencies,  and other booking source.  To closely monitor tight dates. 

· To review all arrivals during tight periods to minimize unexpected “wash” or attrition. 

· Responsible for reservation department at the company for contract with hotel and control working. 

Team Member, HGS (HINDUJA GLOBAL SOLUTIONS)                                                                                     July 2014 – December 2014 (5 Months)

· Receiving Credit Insurance Applications from Specialized Credit Insurance Sales Team, NGI Broker divisions and NGI Sales Staff.

· Assist the sales team in business acquisitions, planning, management and retention.

· Ensuring that all credit applications are processed on a timely manner and as per the set guideline.

· Preparing Tariffications, Quotes and working on glancing the top 10 buyers of the prospects.

· Managing the client’s portfolio and servicing the client on daily basis.

· Handle customer complaint and all credit related enquiries within 48 hours.

· Meeting the clients – preparing presentations, preparing the clients portfolio for the servicing and implementation programs, Minutes of Meeting.

· Ensuring outstanding customer satisfaction by maintain strong working relationship.

· Maintain complete and accurate customer correspondence data.

· Have been introduced to work claims and following up with the client on payment details. Also ensuring that we obtain the Turnover declaration from the client on time.

· Liaise with various departments to ensure the smooth handling of client’s queries and complaints. 

· Develop and Update client productivity report, prepare and submit reports on a Monthly basis. 

Cabin Crew Indigo Airline India Pvt Ltd.                                                                              
              
April 2012 to June 2014 

· Responsible for passenger safety, demonstrating safety procedures and ensuring all emergency equipment is in 

· Carry out preflight duties: checking safety equipment, checking the aircraft is clean and tidy etc. 

· Making sure that passengers are comfortable throughout the flights including serving refreshments and selling duty-free. 

· Dealing with high-net worth individuals in a professional and mature manner. 

· Contributing to a customer’s in-flight experience. 

· Dealing with difficult passengers &amp; situations politely but firmly. 

· Reporting the supervisors about any serious issues regarding the seating issues. 

EDUCATIONAL QUALIFICATIONS
Bachelor Degree (Commerce) from Mumbai University, St. Andrew’s College 
H.S.C with Second Class from St. Thomas Junior College
S.S.C with Second Class from St. John The Evangelist High School.
PERSONAL INFORMATION
Citizenship:                     Indian

Language:                      English, Hindi and Marathi
Date of Birth:                  9th Oct, 1989
Marital Status:                Single
Visa Status:                    Visit
Notice Period:                one week
