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Career Objective
To secure a management position in a high growth company with considerable advancement opportunities, where my hard work, dedication, and the ability to acquire new skills will advantage the company I work for.
Work Experience 

	February 2017 to Present  - Working as Guest service Assistant (GSU) at Etihad Airways in Abu Dhabi International Airport  - Reporting  Directly to  GSU Supervisor & Duty Manager .
Roles and Responsibilities 
· Assisting  Personal  Resource Mobility Guests.

· Assisting VIP Guests & Maintain  Good  Relation  with  Guests.

· Update daily Report of  PRM  Guest details .
· Controlling and allocate the GSU at the correct location( Team leader).
· Assisting  Unaacompained minor  guests, with receiving documents and hand over to crew.
· Assisting PRM guests from Bay side of Aircraft.
· Search and finding guests , which are missing to board.
· Tagging the bags , and checking the weight of hand carry.
· Name of Institution         :  Ashlyn Chemunnoor Instruments Pvt. Ltd.
             Period                                 :  October 2014 toFebruary 2017
             Designation                        :  Office Coordinator  

Roles and Responsibilities 
· Coordinating Office administration.
· Sending the quotations.
· Update the sales report in excel.
· Arranging travel schedule of sales man & service engineers.
· Booking tickets to them .
· Preparing travel Schedule of Chairman & M.D and also Managers.
· Booking air tickets to them.
· Coordinating sales man .
· Monthly sales report prepared in power point for presentation.
· Coordinating exhibition , when exhibition conducting in all over india
· Sales promotion through telephone . 
· Updating travel schedule of Chairman & M.D.
· Arranging hotels for them all over India and other countries.
 Strength

· A better listener with deep observation & analytical skill 

· Self motivated, initiative & energetic
· Tolerant & flexible to different situations.
· Diplomacy, accuracy and attention to details.



Education Qualification
Professional Course

      :   M B A  (H R) (2014-2016) Bharathiyar University Coimbatore
	Graduation                                           :   B B A   (2011-2014), Calicut University, Kerala,   



	Higher  Secondary Education           :    Higher Secondary Education In Humanities (2009-2011), Board of     

                                                                     Kerala, India                                                    
                                             

	S.S.L.C.                                                   :   Secondary School Leaving Certificate (2009), Board of Kerala , India.
                  


Technical Qualification
	M S Office                                               : Ms word, excel, powepoint
Tally                           
: ERP 9


Personal Profile

Date Of Birth
        :  23rd   November 1993
Marital Status
        :   Single

Nationality
        :   Indian 

Languages Known  :   English, Tamil,  Telugu,Hindi and Malayalam

Interests                  :   Music, Travelling and Sports.
Declaration
I do hereby declare that all the information’s furnished above are true and correct to best of my Knowledge and belief.         
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