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LOISE 
Email: loise.374203@2freemail.com 
Dubai, United Arab Emirates
CAREER OBJECTIVE:
Seeking a position in Airline Reservation and Ticketing Agent / Customer Service Executive with a reputed organization where my education & experience will have valuable application

 PROFILE SUMMARY:     
· 10+ years of experience as Customer Service Executive / Airline Reservation Executive in Kenya & UAE.

· Qualified with  Diploma and Certificate in Travel and Tourism Management 

· Proficient in MS Office Applications.

· Friendly attitude laced with an ability to resolve customer issues 

· Excellent knowledge of the working process of the airline industry
· Willing to work for long hours and relocate 

· Thorough knowledge of the airline reservation procedures
· Possess demonstrated ability to work effectively and congenially with employees at diverse levels.

· Independent, self-motivated, able to take responsibilities & work well under pressure.

· A good team player with demonstrated ability to learn quickly & apply the same effectively.

· Highly resourceful, with an ability to organize and prioritize multiple tasks.

· A great impeccable communication and coordination skills.

· Self-motivated, responsible and experienced at working in fast-paced environments. Confident and poised in interactions with individuals at all levels

· Unique ability to adapt quickly to new challenges and changing environment.

WORK EXPERIENCE:
· Senior Customer Service Executive, Seawings LLC, Dubai, UAE Sept 2009 – Present

· Reservations Executive, Seawings LLC, Dubai, UAE, August 2008-September 2009

· Assistant Operations Controller, Seawings, LLC, Dubai, UAE, Dec 2007-July 2008



· Receptionist cum Customer Service, Camping Trackers Ltd., Nairobi, Kenya, July 2005 - June 2007 

Job Profile as Airline Reservation and Ticketing Agent
· Answering customer inquiries for flight schedules, accommodations, reservations and cancellations 

· Finding suitable dates and flights for passengers that meet their requests 

· Making and confirming flight reservations for leaving and returning journey 

· Planning routes, itineraries and schedules for customers 
· Conferring with passengers for determining their service requirements 

· Providing detail information to passengers on time, currency, weather, and political situation of the destination countries 

· Feeding customers' details into the system and sending notification about the status of reservations 

· Making travel insurance policies and arranging for collection and issuing of the required documentation 

· Assisted passengers in preparing required travel documents and filling up forms 

· Notified changes on flight schedules to customers in advance and made necessary changes after approval 

· Examined documentation and issued boarding passes to passengers 

· Announced arrival and departure information at the airport 

· Inspected luggage and cargo and escorted passengers to respective locations 

· Suggested travel destinations and recommended tour packages to passengers 

· Maintained cleanliness of the ticket reservation cabin 

· Changed and canceled reservation on customers' request 

· Accepted payment from customers over the phone by feeding in credit card numbers into the system 

· Secure ticket stocks and ensure their availability throughout work hours

· Refer to OAG and IATA publications for travel and airport information when required.

· Perform seat reservation transaction for walk-in and phoned customer requests.

· Print and issue the IATA airline tickets for walk-in customers or their messengers.

· Perform single and group bookings as requested.

· Process customer courteously and in accordance with booking and ticketing service standards.
Job Profile as Customer Service
· Deal directly with customers either by telephone, electronically or face to face & respond promptly to customer inquiries.
· Following daily check-in procedure of passengers.
· Obtain and evaluate all relevant information to handle inquiries and complaints

· Direct requests and unresolved issues to the designated resource

· Record details of actions taken

· Follow up on clients queries, and coordinate all concerned departments for fulfilling clients requirements

· Coordination in events for support functions and liaison between other departments and clients.

· Maintain cordial relationship with existing customers via meetings, telephone calls & e-mails.

· Responsible in ensuring company’s customer / clients receive an adequate level of service or help with their questions and concerns. 
· Helping passengers needing special care while boarding and disembarking.
· Provide prompt, courteous service to all external and internal customers. 

· Identify and resolve customer issues
· Safety and route briefing to passengers.

· Security check and procedures.

· Daily Cash Sales Inventory.

· Organizing driver’s schedules.

· Daily handover reports.

EDUCATIONAL QUALIFICATION: 
· Diploma and Certificate in Travel and Tourism Management Level 2, 3 and 4 (IATA/UFTAA) Air Travel and Related Studies Centre, Nairobi, Kenya

· Diploma and Certificate in Travel and Tourism Foundation Level 1(IATA/UFTAA)

Air Travel and Related Studies Centre, Nairobi, Kenya
CERTIFICATION:
· Certificate in Computerized Air Travel Operations Course( Galileo)
· Certificate in Customer Service

· Certificate in Computer Application Packages

COMPUTER SKILLS: 
· MS Office applications 

· Internet & Email Application
Personal Details:- 

Date of Birth 


21st January 1984
Nationality


Kenyan
Languages Known 

English, Swahili & Kikuyu 

Visa Status


Employment Visa
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