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COMMITMENT AND OBJECTIVE 

· Seeking a suitable position in a progressive organization of high repute which will provide an adequate opportunity & environment to draw upon my knowledge experience and clear strength for the betterment of company and self.

SUMMARY
· A qualified Graduate with more than 8 years of experience in Travel & Tourism, Administration, Customer service and Human Resource Management.

· Recruitment, selection, & hiring candidates/applicants.

· Conducting and implementing training programs.

· Administration of company benefits, health care, bonuses.

· Good writing, editing and oral communication skills.

· Excellent human relations skills & team player, having dealt a variety of customers.

· Good planning, organizational and analytical skills and thorough knowledge of all aspects of Generalist HR procedures.

· Ability to analyze data and provide recommendations. Strong interpersonal skills to effectively communicate within a diverse and multicultural environment.

· Superior ability to achieve immediate and long-term goals and ability to plan analyze and manage.

TECHNICAL SKILLS
· Proficient with Microsoft Office product ( MS Word, MS Excel, MS PowerPoint, MS Access) 

· Proficient with Microsoft Mail Outlook (MS Outlook and Outlook Express) 

· Operating Systems windows 98 onwards.
· Proficient with Internet and good searching skills and Web Browsing, E-Mails etc. 

KEY SKILLS
· Coordinating with finance department for processing of payments to employees. 

· Identifying the training needs, developing training programs to ensure constant learning and development of employees. 

· Establishing a proper organizational structure. 

· Developing and implementing disciplinary policies. 

· Developing and implementing employee welfare policies. 

· Developing the exit process for the employees. 

· Dealing with the final settlement of employees when they leave.(in case of discrepancy) 

· Maintaining good internal communication within the company. 

· Developing various reports for management which makes it easy to make decisions regarding the current resources. 

ACHIEVEMENTS:
· Aligned individual objectives with corporate priorities through the development of a performance management system and employee recognition program that resulted in increased productivity and employee retention.
· Strengthened company's presence while driving improved recruiting approaches designed to retain key managers.
· Initiated and designed quarterly teambuilding events for office team using range of different resources and facilities to build relationships, develop team work and ensure consistent behaviors. 

WORKING EXPERIENCE 

Location: Dubai

Period: January 2015 till date 

Position:  HR Officer/ Project Coordination/Travel Coordinator
Clients: Dubai Municipality, RTA, Dubai Aluminum, Nakheel Developers
JOB RESPONSIBILITIES; 
Functions carried out in Management Role: 

· Have been Responsible for senior level decision making and both day to day management and strategic direction of the organization
· Provided information and reports on data such as staff turnover, references.

· Ensured all staff receive appraisals in accordance with company policy and monitor probationary periods

· Co-ordinate recruitment throughout the company through management of a recruitment team/HR team. Build relationships with recruiters, draft briefs, set up interviews where necessary. Interview senior hires when necessary

· Ensured all Job Descriptions are kept up to date, create new JDs as and when necessary

· Responsible to Deal with any performance or grievance issues in a legally compliant and professional way

· Ensure all policies and procedures are up to date and legally compliant.

· Provide day to day advice to line managers on all human resource issues: management of staff, remuneration, etc.

· Review all staff salaries and make recommendations for pay rises in consultation with dept. heads. Implement any increases and promotions after careful verification from various parties. 
· Ensured payroll is completed accurately and to deadline thereby ensuring timely payment to employees on the set date as decided by the management. 
HR Functions - Supervising:
· Organising the exit interviews for the personnel either resigning from the company or demobilised from the company. 

· Liaison between all impacted departments to ensure proper communications and reporting practices.  

· Renewal of the employee contracts and finalisation of Performance Appraisals 

· Monitoring Employee Database with all information about the employee.

· Liaising with the Department heads in execution of day to day operations. 

· Liaising with the travel agents on issuance of the air tickets for employees proceeding on leave.

· Preparing & finalising the payment memo’s for Indemnity, Leave pay and other contractual entitlement on either completion of employee contract or on demobilisation.

· Prepare general reports on monthly basis on :

· Employees going on Leave / Exit

· Employees on Leave

· Residency Expiry

· Contract Expiry

· Monthly Staff Allocation with Graph

· New Arrival reports to Finance

· Monitoring the expiry dates and timely renewal of all above documents as well as Employee Passports, Driving Licences, Pick-up Licences and Employment Contracts.

Travel coordinator function:

· Interacting with CEO, MD to sort their travel arrangements.
· Liaising with Airlines, Hotels, Car Rental to set up new reservation and working on existing reservation.

· Liaising with travel agents for arranging visa's and holiday tours across the globe.
         Project Coordinator Role:

· Track the progress and quality of work being performed by design disciplines/trades.
· Use project scheduling and control tools to monitor projects plans.
· Effectively and accurately communicate relevant project information to the project team and document changes as needed.
· Provide support and assistance to all projects undertaken by Project Manager.
· Keep track of project timing, deadlines and costs.
· Assist with preparation of presentations.
· Organize meetings with clients according to the project requirements, including status updates, follow-ups.
· Coordinate with all outsourced parties.

· Follow on issuing of Contracts, Letters of Intent, Purchase Orders, etc. 

· Track & manage contemplated change notices and change orders in the database.

· Prepare substantial completion certificates and ensure all required project close out documents are obtained.

· Communicate ideas for improving company processes with a positive and constructive attitude, and for developing this attitude in other.
Organization: Emirates Airlines                                  
Location: Mumbai and Dubai                                           
Position:  Administrator, Sr. Customer Service Representative 
             Period: March 2011- August 2014       
Job Purpose:  To provide the highest level of service in order to sell Emirates high value airline tickets and services and to assist premium customers with managing their travel plans. Assist Team Leader and support junior staff. Provide Administrative support to the department.
Job Accountabilities:

Ensure the highest standard of customer service is provided to Emirates customers, provide them with details on Emirates fares and actively issue online tickets and sell related products by identifying customer needs through rapport building, actively seeking out sales opportunities and promoting all Emirates related products. Ensure quality standards are achieved for all customer interactions.
Administrator function:

· Controlling of daily correspondence, managing the receipt, distribution and control of department documents.
· Good working Knowledge in Aconex (Web based Programme); like submission of documents, creation of workflow, submission of letters, preparation of reports and tracking of work flow etc. 
· Organize filling and achieving of department documents. Maintain a hard copy reference library for all documents and correspondence.

· Maintaining department related document control register/Document log; record documents flow to and from all necessary parties. (Clients and customers).

· Independently handling the general administration of the department.

· Co-ordination with other offices from a document controls standpoint for activities such as scanning documents, uploading and emailing docs, tracking of document flow.
· Co-ordination with other offices from a document controls standpoint for activities such as scanning documents, uploading and emailing docs, tracking of document flow.
· To ensure all corporate documents are well checked (filenames, submission references etc.) and submitted on proper time.
Travel consultant function:

· Issue Emirates tickets to customers ensuring that all necessary airline rules and regulations are incorporated and that the customer request is met in order to provide them with excellent service. Highlight to customers the legal requirements covering their journey such as passport, visa & health requirements and other details such as check-in place and time.
· Actively enhance Emirates revenue earnings by providing options to customer on all products and services such as Skywards membership, Dubai stopovers, hotel bookings and upgraded fares.
· Actively be involved in suggesting new ideas and providing recommendations on the improvement of the service provided, thereby increasing revenue and ensuring Emirates success as a market leading airline.
· Keep abreast of Emirates Group news and updates to ensure relevant professional and company standards are maintained.
· Fulfill Emirates online queries and other complex activities such as medical cases and special services.
· Deputise for the Customer Sales and Service Team Leader/Contact Centre Team Leaders in their absence and provide help and act as a role model to junior team members.
· Actively be involved in suggesting new ideas and providing recommendations on the improvement of the service provided, thereby increasing revenue and ensuring Emirates success as a market leading airline.
Courses completed in Emirates:

· Successfully completed Emirates Contact Centre Foundation Program. 

· Successfully completed Emirates Global Contact Centre Training – Amendments

· Successfully completed Emirates Global Contact Centre Training- Skywards
Organization:  WNS Private Ltd.
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Duration: From 11 Dec 2007- 03 Mar 2011

Position: Customer Service representative / Section Document controller

Experience:  3 Years and 3 Months

Job Profile:  To deliver high value customer service to premium American express card members.  Ensuring that each and every aspect of their travel plan is assisted with. My job profile was into booking of Airline, hotel, car reservation and maintain department document control system. Main emphasis was always to deliver high quality customer service and Admin / Document control support within department. 

GDS System: The GDS system that I worked on was SABRE. 

Key Responsibilities:  

· Working on New and existing reservations

· To upskill customer queries related to Recalculations & Reissues.

· Reassess / recalculate fares for itineraries before & after commencement of journey.

· Setting up hotel, car and excursions across the globe

· Modifying and Re-accommodating the passengers in their new flights if their current flights have been delayed or cancelled.

· Facilitating learning and development among the junior customer representatives.

· Redeeming American Express Membership Reward points to book Air, Hotel and car reservations.

· Reception, review, distribution & control of department documents according to Quality Management Standards. Review the contract terms and conditions & implement the Document Control System.
· To ensure that controlled copies of latest approved documents and reservations are distributed to the appropriate staff / Manager as applicable

· Maintaining updated records of all approved documents and reservations and their distribution clearly marked in a Document register.

· Maintaining the documents in the Document Control office under safe custody without any damage or deterioration with easy traceability.
· Maintaining Electronic Document Management System

· Preparation and submission of final documents for intermediate and final dossier.
· Compliance with Company standards of Quality in accordance with Company Quality System Procedure.

· Ordering and maintaining adequate stocks of stationery and office suppliers for the department

Personal Strengths: 

· Familiar with Electronic Documentation and retrieval / management.
· Controlling the incoming and outgoing correspondence and follow up.

· Computer proficiency in Software and Hardware Installations & Microsoft Office Word, Excel, Access, Oracle, PowerPoint, Outlook and Adobe Acrobat Professional.

· Strong IT and database skills, familiar with all modern document control techniques, scanning, emails, spreadsheets, hardcopy filing all standard DC functions.

Achievements: 
· Due to consistent performance, I’ve been awarded as the best customer care executive across the operational floor for the quarter.

· I’ve been awarded as the Star performer twice
personal information

EDUCATION: 
Qualification   

· Completed Bachelor of Arts from Mumbai University in 2013

· Completed H.S.C from Delhi board in 2007

PERSONAL DETAILS; 
· Date of Birth: 19th July 1986
· Sex: Male

· Marital Status: Single
· Father’s Name: Mr. K. Pandi (Master Warrant Officer - Indian Air-Force- Retd.)

· Mother’s Name: Mrs. Banumathi Pandi ( Home Maker )

· Languages known: English, Hindi, and Tamil.[image: image2.png]
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