RAJAN
RAJAN.7167@2freemail.com 
Reservation-Ticketing-Accounts-Administration 

Strengths:
+
Administration-Travel Coordination 
+
General Accounting-Administration


+
Reservation-Ticketing-Counter Handling
+
Trained in Passenger-Baggage Handling 


+
Customer Service-Problem Solving
+
Good Communication-Interpersonal Skills


+
Reservation-Accounting Softwares 
+
Dynamic Personality, Team Player

Capabilities:
Ticketing – Reservation 

•
Attend Phone calls, make bookings-reservations, follow up and contact customers to purchase tickets and issue tickets. 

•
Prepare itineraries; take care of hotel, rent-a-car & sight seeing arrangements for clients.

•
Take care of airline reservation, ticketing and business coordination with major airlines.

•
Develop client contacts and solve their travel related problems.

•
Prepare invoices and liaise with other Airlines for follow ups.

•
Deal with sub agents and handle delivery of tickets, payments and refunds.

•
Developed tailored made holiday packages for clients.

•
Examines passenger ticket or pass to direct passenger to specified area for loading. 

•
Plans route and compute ticket cost, using schedules, rate books, and computer. 

•
Read coded data on tickets to ascertain destination, mark tickets & assign boarding pass.

•
Assist passengers requiring special assistance to board or depart conveyance. 

Accounts – Administration 

•
Prepare invoices, quotations, purchase orders, goods receipt note-issue note ledgers, monthly and yearly stock statement and help in book keeping.

•
Take care of total inventory control, invoicing-organizing deliveries, order processing and follow-ups. Attend to the customers and handle general administration. 

•
Handle general office procedures and correspondence with clients.

•
Deal with routine banking transactions, internal accounting-book keeping, maintain stationery, prepare balance sheets and pass account computerized entries.

•
Prepare, examine, and analyze accounting records and other financial reports to assess accuracy, completeness, and conformance to reporting. 

Experience:
Reservation - Ticketing Officer, Air India Trichur, India


6 Months


Assistant, Berger Paints, Dubai, UAE


Jan 01-May 03


Accounts Assistant, Microsonic Computer Trading, Sharjah, UAE


  Jun 98-Dec 00


Temporary, Flying Star Travels, Al Naboodah Travels, Dubai, UAE


2 Years


Ticketing Officer, Alban Travels, India


6 Months

Academic:
Bachelor of Science-Mathematics, University of Calicut, India 


Diploma in IATA Reservation & Ticketing (Foundation Level), Montreal, Canada

PC Skills:
•
MS Office (Word, Excel & PowerPoint), Internet & E-mail applications

•
Diploma in Computer Hardware 

•
Reservation Packages - Galileo & Amadeus

•
Accounting Packages - Tally & Peachtree

Language:
Fluency in English, Hindi, Malayalam and Tamil languages

Personal:
Indian National                Born 7th May 1977                 Single                 Visit Visa

Reference:
Available upon request with supporting documents

