MELISSA
MELISSA.85806@2freemail.com  

To,

The Recruitment Department,

Dubai, UAE

Dear Sir/ Madam,

Greetings for the Day!

I would like to express my interest in joining your organization. I believe that I have the required skill set and experience which makes me a very competitive candidate this position. The key strengths that I possess for success in this position include:

· I strive for continued excellence

· I provide exceptional contributions to customer service for all customers

In my previous work experiences, I prepared monthly in sales reports. I also have the experience of scheduling meetings and setting appointments for the higher management. My rapport building ability is very strong and can achieve the set goals or targets efficiently and accurately within the given time line.
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Melissa 
OBJECTIVE:
A presentable and energetic professional who loves getting things right for customers and making them happy. As a true professional, I have a passion for delivering world-class customer service. During my career, I have learnt how to work efficiently in a busy office environment where there is plenty of activity. I would like to join a company that prides itself on its staff development and a supportive working environment.
SKILLS:
Positive attitude with a natural ability to provide excellent service in a team environment 
Critical thinking, Issue resolution and Goal Oriented  

Excellent communication and administrative skills

Advanced planning, organising and presentation skills 
Computer skills in Microsoft Office
PROFESSIONAL EXPERIENCE:
THE EMIRATES GROUP (dnata) - Feb 2013 - Mar 2017
Position: Tour Consultant 
Job Accountabilities: 
· broadcasted and updated the availability of room inventory (stop sale, freesale and withdrawals) to contracted tour operators on a daily, weekly and monthly basis

· coordinated on additional allotment, regretted bookings & secured confirmation details from hotels 

· updated data in application software system and timely maintained regional disputes worksheet

· worked with bed banks

· prepared invoices and issued refunds or compensation to customers

· closing of daily sales reports

· assisted with general administrative duties such as printing, filing and photocopying

· transferred calls to other departments internally and externally
· performed other duties as assigned as well as assisted other team members 
· delivered quality and customer service
Achievement: najm recognition and appreciation certificate received from the Emirates Group
TEIGNBRIDGE PROPULSION GULF - Dec 2010 to Jan 2013
Position:  Customer Support Representative
Job Accountabilities: 

· Answered phone calls and attended to questions of customers

· Transferred calls to concerned authorities

· Updated records of customer calls and complaints

· Clarified doubts and provided solutions to the customers

· Maintained as well as updated database with account information of customers

· Followed up with customers on enquiries by telephone and email 
· Attended events to promote the product and service and networked within the industry to gain exposure
EDUCATION QUALIFICATION:

· Post-Graduation [OTHM Level 7 Diploma in Strategic Management and Leadership {QCF} through Metropolitan school of Business & Management {UK}

· Bachelor of Arts through Indira Gandhi university

· IATA certified Diploma in Travel & Tourism Foundation (DTTF)

HOBBIES & INTERESTS:

· travelling 
· shopping

· swimming 
· running

· participating in social work
· craft 
· cooking and baking 
· gardening
