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Career Objective

To work in a professional work environment which will help me utilize my talents and experience to the optimal level with scope for professional and personal growth.

Career Overview
19 years of multi-faceted experience in Travel Coordination, Customer Service and Administration.
Specialties:
Travel Bookings (IATA with extensive experience in flight bookings for all flights/sectors)

Customer Service  
-
Secretarial

-
Administration

Negotiation
-
Computer Skills
-
Travel Management
Professional Experience
Nov. 2007 to Nov 2017   
National Flight Services. (BCD )

  

Jeddah, KSA
Full time in house Travel Coordinator at Tetrapak (Dec.2007 onwards)
Full time in house Travel Coordinator at Nokia International
Key Responsibilities:

Responsible for travel arrangements for around 400 employees at Tetrapak for their business travel and annual leave;
· Arranging flights, insurance and accommodation 

· Coordinate with staff to determine destination, mode of transportation, travel dates, financial considerations, and accommodations required.

· Compute cost of travel and accommodations, using computer, carrier tariff books, and hotel rate books, or quote package tour's costs.

· Plan, describe, and arrange itinerary tour packages and promotional travel incentives offered by various travel carriers.

· Provide employees with brochures and publications containing travel information, such as local customs, points of interest, or foreign country regulations.

· Print or request transportation carrier tickets, using computer printer system or system link to travel carrier.

· Examine carrier operating rules, employee qualification guidelines, or carrier training and testing programs for compliance with regulations or safety standards.

· Dealing with complaints or refunds with the respective airlines

· Collecting and processing payments
Key achievements: Cost savings, Fastest Turn Around time, Best Service at all times(24X7)
Jan. 2002 to Jun.2007

     Saudi Digital Distribution Co.

  
Jeddah, KSA

 

     Customer Service Executive
Key Responsibilities:

· Customer Service – attending to client enquiries and complaints

· Order processing

· Job delegation to field service personnel

· Keep track of customer records, subscription renewals and preparing service maintenance work orders.
Mar. 2000 to Jul.2001
    Danzas AEI International (Namma Cargo/Nesma) 
Jeddah, KSA

 

     Freight Forwarding Officer
Key Responsibilities:

· Handling import documentation – by Air/Sea

· Coordinating between clients and principals

· Keeping clients updated on shipment status

· Freight clearing/forwarding
Nov. 1997 to Feb.2000
     King Abdulaziz Int’l Airport 



Jeddah, KSA

 

     Customer Service Supervisor- Baggage Handling
Key Responsibilities:

· Handling lost/damaged baggage claims

· Preparation of claim vouchers, daily claim reports and follow up on claims
Mar. 1996 to May.1997
     Oil field Consultancy Manpower Supply

Mangalore, India
 

     Administration Officer
Key Responsibilities:

· Correspondence with principals and clients

· Maintaining personnel records
· Payroll processing

· Liasoning with Government offices

· Negotiate and finalize service contracts

· Procurement of office supplies, stationery etc.
June. 1993 to Mar.1996
     Manjarun- Taj Group of Hotels


Mangalore, India
 

     Front Office Executive
Key Responsibilities:

· Processing bills and collecting payment

· Preparing monthly sales summary


Education:
· 1989- 1992
Bachelor of Arts from Mangalore University, Mangalore, India
Computer Knowledge:
· Diploma in Computer Application from Sacred Heart Computer Institute, Mangalore, India
· Excellent working knowledge of MS Office, Word, Excel and Power Point
Languages Known:

English, Hindi, Arabic, Kannada and Malayalam
Personal Details

Date of Birth 


: 21.05.1970

Marital Status 

: Married 

Nationality 


: Indian[image: image1.png]
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Oswald Alexander Fernandes 


Mobile : +971581613428
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