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Aiming for challenging assignments in Tour & Travel Operations / Client Servicing with an organization of high repute preferably in Travel & Tourism industry
PROFILE SUMMARY
· Nearly 4 years of rich experience in the domain of Travel Operations, Client Servicing and General Administration 
· Currently associated

· Proficient in managing a wide range of travel operations including reservations, ticketing, fare construction, paper work, visa formalities, etc. 

· Experience of giving high value-added services to customers by providing them effective travel packages thereby enhancing their satisfaction levels

· Working knowledge of Amadeus & Galileo

· Expertise in providing excellent client service and serving as liaison between the clients and corporate / external contacts
· Practical and business focused approach to achieve organisation goals & coupled with interpersonal, communication, analytical & presentation skills
CORE COMPETENCIES
· Achieving budgets, guest standards & ratings as per company guidelines and making improvements
· Issuing payment forms to local tour operators in each port & responsible for all accounting necessary for all tours
· Arranging for local transport for passengers and ensuring they travel with ease & stay stress free
· Managing operations pertaining to foreign exchange, hotel bookings, ticketing, passports, visa, etc.

· Negotiating with airlines and foreign agents for better rates and preparing cost sheet & itinerary
· Creating the package tours for corporate clients and building rapport with the tour operators

· Planning travel packages for tourists and giving most suitable options
· Coordinating customer service by interacting with clients, liaising with destination agents & coordinating with concerned departments for problem resolution
· Resolving passenger queries through latest available data in order to avoid any confusion in future
· Interacting with customers and providing tailored consultative service as travel advice
ORGANISATIONAL EXPERIENCE
Since Aug’12

Cleartrip Pvt. Ltd., Mumbai
Growth Path:

Aug’12-Aug’14

Executive-Fulfilment

Since Aug’14

Process Trainer-Fulfilment 
Role as Process Trainer
· To manage new hire training & on job training programs for the Process.
· To identify the training and development inputs required and design Training interventions to achieve process objectives. 
· To manage and identify programs/workshops, which meet the identified training needs and business imperatives. 

· Resolving queries of executives on daily basis and handling escalations from customers on situational basis

· To coordinate training programs across Division and ensure integration of strategy/training inputs across functions and levels.
· To ensure timely management, calenderisation, liaisoning with the operations/WFM and as per plan delivery.
· Review and consolidate the Training Development Plan process and manage performance for trainers.
· Strengthen the training delivery based on identified training needs.
· Relook at the existing functional training framework. Assess and modify it to address the changing process requirements.
· Monitor and actively use outcomes to identify the tangible benefits of training and development

· Building an environment of minimum trainings per employee, coordinating logistics and taking accountability to deliver.
Role as Executive-Fulfilment
· Provided assistance to clients with international reservations & ticketing, cancellations & refunds

· Ensured regular follow-ups with Airline Sales Team

· Handling Reservations & Ticketing (International and Domestic)
· Handling Bookings, Documentation, Complaints handling, etc.
· Handling Refund and Cancellation of Domestic/International Air Tickets.

Oct’11 to Aug’12:- Ezeego1 Tours & Travels as an Executive – Amendment & Cancellation.
Role:

· Provided customers with excellent levels of customer service & standards to maximize customer satisfaction

· To amend & cancel the bookings.

· Used to process refunds to passenger & issue refund notice CRS.
Apr’11 to Aug’11:- Sutherland Global Service as an Executive – Ticketing & Cancellation (Cleartrip Process)

Role:

· Used to issue ticket on Galileo/Airline site.
· Used to cancel the reservations.

· Used to issue Refund notice on CRS.
EDUCATION
· 12th from Bhonsala Military School, Maharashtra University in 2009 with 54.76%
· 10th from Bengali Education School, Maharashtra University in 2007 with 53.83%
IT SKILLS
· Proficient in MS Office (Word, Excel & PowerPoint) and Internet Applications
PERSONAL DETAILS
Date of Birth:

16th September, 1991

Languages Known:
English & Hindi.
Location Preference:
UAE.
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