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OBJECTIVE

An enthusiastic professionalkeen on finding a challenging position with a successful and ambitious organizationthat offers responsibility and opportunities for progression. Make use of my knowledge and skills and synergize with the organization to focus on, and achieve, the long term goals that have been put into place.
EMPLOYMENT HISTORY
	June 2013
	Company
	Reputed Firm  Trivandrum, Kerala, India

	to
	Position

	Office Administrator cum Counter Staff

	Oct 2014
	
	


· Collect payment for transportation and accommodations from customer. Converse with customer to determine destination, mode of transportation, travel dates, financial considerations, and accommodations required.

· Book transportation and hotel reservations, using computer terminal or telephone.

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

· Provide customer 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.

· Investigate complaints regarding safety violations.

· Examine carrier operating rules, employee qualification guidelines, or carrier training and testing programs for compliance with regulations or safety standards.
	Nov 2012
	Company
	Work Logix Middle East LLC Dubai, UAE

	to
	Position

	Technician

	May 2013
	
	


· Operating those equipments which are needed for recording and displaying the live events like that of a live conference

· Dealing with different cameras, microphones, projectors, sound and lighting equipments in order to carry out their functions and maintaining them properly

· Offering technical sustenance during the Webinars and the remote conferences etc

· Adding different types of graphics to the presentations and mixing sound for different special events by making use of specialized equipment

· Setting up and operating the audio and video equipments like that of sound, video broadcast equipments, radio equipments, and the recording devices

· Installing and configuring of specific systems for the manufacturing or the sales company, installing and maintaining of a wide range of sound systems

· Connecting the wires and cables, setting up of and packing away the soundboards, speakers, projectors, mixers. Spotlights and video screens

	May 2011
	Company
	Arabian International Tours &Travels Trivandrum, Kerala, India

	to
	Position

	Counter Staff

	June 2012
	
	


· Main responsibilities include daily sales, office In-charge

· Liaison with customers

· Obtaining rates/quotations from main companies and negotiating with customers

· Processing of cash receipts, invoices etc are some of the other important functions

ACADEMIC PROFILE
· Completed the certified basic course of Travelport Galileo GDS 
· Diploma in Electronics and Avionics (GOVT Polytechnic Collage Neyyattinkara, Kerala, India).

EXTRA QUALIFICATION / SKILL SETS
· Office Automation
:
M.S Office
· Operating Systems
:
Windows98, NT, 2000, XP, Vista, Windows 7
LINGUISTIC SKILLS
· Fluent in English, Malayalam, Hindi, Tamil
· Arabic (Read & Write)
STRENGTHS
· Effective Communication skills
· Planning and Organizing; Effective Time Management skills
· Problem Solving skills
· Team Player
PERSONAL INFORMATION
Date of Birth


:
06May1992
Nationality


:
Indian

Religion



:
Islam

Marital Status


:
Single
Visa Status


:
Visit Visa   
REFERENCES

Reference(s) will be provided upon request.
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