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Qualifications :-

Bachelor of Commerce from Mumbai University
 Travel and tourism courses 
IATA/UFTAA  Foundation level from Montreal Canada through Globe college 

Of Travel & Tourism Mangalore.

Computer Reservation System From Globe college of Travel &Tourism,

Creative  Graphics& Flash From St Angelo’s
	Educational Details


	Course/ Degree/ Specialization
	Name of the Institution
	University/ Board
	Year of Passing

	Bachelor of 

commerce
	Thakur College of Science & Commerce
	Mumbai University


	2003

	        H.S.C
	Thakur College of Science & Commerce
	         Mumbai  board
	1999

	       S. S. C
	St. Lawrence High School 
	Mumbai  board
	1997


Work  Experience
Organization  :                 Al Fardan  Exchange  .(Dubai)

Designation :                    Company Associate & Front line Associate.

Duration                           From  2011  till the date.

Job Responsibilities :
· Maintaining good relation with the corresponding banks   & Exchange for business Attending  customer  & branches call.
·  Maintaining the data of international bank for business development .
·   Handling the passport  & important document from HR Maintaining  receipt for cheque payment . 
· Promote cross selling of product like Travel  Card , National  Bonds & provide the WPS services.

· Making Remittance to bank  ,Credit card payment telex  transfer  inward payment & giving information to the customer  about  rate / prices .
· Providing the information on   customer query& complaint and to  give the best service the Customer.
· Third party  handling like  EZ Cash , Western  Union  National Bond.
Organization  :                   Compass Insurances Broker LLC  .(Dubai)

Designation :                     P.A Client  servicing  for   Business Development.

Duration :                          From 2010  to 2011.

Job Responsibilities :

· Providing  support and guidance  to the relationship.

· Maintaining confidentiality & forwarding of police  document as per request to the respective principal and validating the same to the collection  of document.

· Preparing the AD-Hoc document as per the instruction.

· Maintaining an effective  filing system for respective client

· Updating cherub  renewals &  arranging  by sending for collection from respective principal  client  updating the documentation   required  for each policies  according to the checklist of the client’s policies

· Attending new client/Consultant Queries and taking   necessary action

· Coordinating card & gift  to the respective client on regular  manner  

· Fixing the meeting with the client schedule the appointment with  the prospects and   follow  up the status  .        
	Organization  :                   Joelle International .(Mumbai)

Designation :                     Secretary to the Director of the company.

Duration :                          From 2009 to 2010.

Job Responsibilities :

· Using software packing like  Ms. Word Ms.  Excel  Ms. Power Point  for presentation

spreadsheet   and database Drafting Business Letters.

·  Provided with sending email to clients.

· Making booking for the international client and arranging meeting. Maintaining Stationery   

and equipment supplies.

·  Arranging travel and accommodation to the client 

· Entered data entry for  production items. 

· Maintained record of  supplies, and products.

· Helped in plan and organized the Department


	Organization  :                   Fine Line International   

Designation :                     Secretary Cum Front Office Receptionist
Duration :                            From 2007 to 2009.



	· Handling HR Department.

· Entered data for reports, production items

· Handling Air ticket/VISA & Passport documents

· Customer Care Executive

· Office Administration

· Maintained computerized inventory of all parts, supplies, and products
· Working as Public Relation Executive & Secretary to Director 

· Coordinating with  the client 

· Arranging & Scheduling Meeting & Appointments

· Drafting Business Letters

· Filtrations of Calls



	

	


Professional Profile :-

	Examination
	             Institute
	Passing year
	Percentage

	Creative  Graphics& Flash
	St.  Angelo’s

	  Oct-2003
	74%



	 Web –Centric  

  Curriculum                    
	NIIT

	Oct-2008


	86%


Computer Skills :-

	       Basic knowledge
	Computer Software, Internet.



	       Operating systems
	MS OFFICE 2007




Personal details :-

Date of birth            29th Nov 1978

Spouse                     Manohar  Nazareth

Language                English ,  Hindi ,Marathi

Visa Status              Residence Visa

Marital status         married

Place of Issue        Dubai
Strength :-
· Self-Motivated & Quick-learner.
· Honesty, Sincerity, Hardworking, Integrity, Willingness to learn in New Technology.
· Ability to pay close attention to assigned task, optimum utilization of skills & proficiency.

Declaration :-
 I hereby declare that the information furnished above is true to the best of my knowledge and below
