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CAREER OBJECTIVE 
I would like to be a part of an organization where I could use and enhance my knowledge and talent for the development of both the organization and myself.

EXPERIENCE SUMMARY   

· Knowledge in problem solving.
· Knowledge in dealing with clients.

· Understanding of personnel behavior.
· Delivering Quality service.

· Good knowledge about customer service.
· Good Knowledge in MS – office.
· Experience in team work and motivation in business.
· Experience in Training.

· Data analytical skills.
· Excellent communication, analytical & presentation skills.
· Good knowledge in IT and quick learner of any new software and any nature of work.
· Quick learner and excellent team player, ability to meet deadlines and work under pressure.

· Strong analytical and dynamic trouble shooting skills coupled with excellent communication skills and able to work individually or lead others.

· Am used to busy environments and to execute quality jobs within given timeframes.
EDUCATIONAL QUALIFICATION

· M.BA (Masters in Business Administration) from Kakatiya University, India.
· B.Sc. (Bachelors in Science) from Kakatiya University, India.
· 10 + 2 A.E.T (Automobile Engineering Technician) from Board of Intermediate Education, India.
ADDITIONAL QUALIFICATION

· Certification course in Tally.ERP9 from Academy for Practical Accounting, India.
· Certification course in Hardware from Gayatri Institute of Hardware Technology, India.

· Certification course in Networking from Zoom Technologies, India.
· Certification Course in Typewriting from State Board of Technical Education and Training, 
EXPERTISE:

· Accounting



: Tally.ERP9.
· Data Operating



:Typing & Data Entry
· Operating Systems


: Win 7, Win XP and 98. Win 8
· Computer Basics


: Office tools,  Excel
PROFESSIONAL EXPERIENCE
1. EAST AVENUE TRAVEL & TOURISM LLC ( Dubai )   February 2015  -  December 2016
Manager – Operations & Contracting

Responsibilities:
· Making contracts with Hotels and Travel Agents

· Filing and checking that all the contracts are up-to-date.

· Providing Best Hotel with Best Rate to clients

· Handling FIT, Groups & MICE

· Quick response through Calls and email conversations

· Making reservations for confirmed Hotels, Excursions and Transportation.

· Arranging transportation as per confirmed Itineraries 

· Communication and follow-up with drivers. 

· Issuing tickets Online for Customers.
· Planning and Execution of all excursions on daily basis.

· Handling guests in Boat Cruise ( Creek & Marina )

· Arranging transportation according to confirmed Itineraries

· Deal with customer inquiries and aim to meet their expectations.
· Liaise with external and internal parties and establish long term business relations
· Oversee the smooth, efficient running of the business and customer service. 
· Analyze market and re-focus business plan in response to market changes
· Answering B2B & B2C calls and assisting with their enquiries. 
· Making good relations with B2B and B2C

· Focusing on Positive response from Agent and Customers for the service

· Spontaneous response through e-mail conversations

· Planning and executing daily enquiries. 

· Negotiate agreements with business partners 
· Support corporate as well as small / large group travel. All sort of MICE Queries.
· Ensure to confirm availability plus convey tentative itinerary to respective traveler for approval. 
· Maintaining good relation with business partners

· Rectify, prevent and solve Company, client and customer problems.
· Assisting Head of Management and Directors. 

· Identify most suitable as well as best quality service with reasonable possible rates. 
· Collect information from travel agent and hotels vendors etc. 
· constantly motivating the sales team to hit their targets and ensure company profitability
· Meeting regularly with team leaders to give them sales figures and plan how they approach their work

· Discussing with company directors who advise on strategy and finding out about any local issues and future trends
Description:
East Avenue Travel & Tourism deals with all touristic activities in Dubai. East Avenue provides the services like Visa, Excursions, Transfers and Hotel Bookings, Ticketing.
2. CREATIVE MINDS OLYMPIAD FOUNDATION



             Administrative officer:                                                             February 2012 – December 2014
Responsibilities:
· Updating day to day activities that are carried out in the branch offices and regional office to manager
· Building inside as well as the outside coordination among all the staff members.
· Data entry and preparing reports.
· Preparing district wise calendar for the executive for visiting  
· Giving presentations to the Master Franchises.
· Conducting training programs for the executives
· Performing job interviews.
· Training for fresher employees.
· Maintaining stationary items record.
· Manage payroll and ensure accurate, timely distribution of salaries.
· Maintaining working environment.
· Making sure the dispatched items are delivered to the schools.
· Preparing records of inbound and outbound (examination papers).
· Maintaining transaction records 
· Planning weekly staff meetings.
· Supporting team leaders and managers.
· Resolving administrative problems.
· Handling the organization to run efficiently.
· Supervision of daily functions of the staff.
· Supporting employees to fulfill their targets.
Description:
This organization deals with the Olympiads examinations that are conducted in the schools, all over India. In which they are given awards, mementos, scholarships to the top rank holders of each school. This organization conducts Olympiad in Mathematics, Science, and Computers. Student can participate in any of the subject according to their interest. They can attempt to write even three exams. After registration of school with the organization, the exams will be conducted according to the dates, which are prepared at the beginning of the Academic year. 
3. ALLSEC TECHNOLOGIES 

Quality Control Analyst:                                                            February 2009 – January 2012
Responsibilities:

· Monitoring and Quality check of executives with customer.
· Answering calls and solving customer complaints on the call.
· Entering all details in CRM during call and resolving within given time frame
· Conducting weekly quality training program

· Weekly meeting on developing quality with customer.
· Auditing calls and providing feedbacks to CSR (customer service representative).

· To audit all calls on a daily basis.

· Leading and motivating the team to reach their tasks.

· Arranging meetings with Team Leaders and update them about their team performance.
· Bring in necessary changes to the process and constant updation of call center core process

· To check whether the CSR has incorporated knowledge & competence and the customer was able to comprehend to what the CSR was talking about.

· To check if the CSR has used the right telephone etiquettes and followed appropriate hold procedures and has given proper resolution for the customer’s request.
Description:

Allsec Technologies is an inbound B.P.O. where the customers of the mobile network make calls to the customer care number. The employees in the company will assist them in explaining and solving any problem related to the mobile network.

4. SRI SRI SRI AUTOMOBILES
             Supervisor:                                                                                             May 2007 – January 2009 Responsibilities:

· Recording all incoming and outgoing vehicles.
· Monitoring technicians at ramp.
· Coordinating with sales department to ensure the right parts are available.

· Supervise the work of mechanics to ensure that the workshop processes are followed so that the work flow, quality standards and customer satisfaction are maintained.

· Maintaining records of all serviced and repaired vehicles.
· Ensuring vehicles are serviced, maintained and repaired to a high standard.
· Managing work flow and technical diagnosis.
· Verifying after repaired by the technician.
· Delivering the vehicle to customer at given time.
Description:
Sri Sri Sri Automobiles is a Hero Honda showroom (Two wheeler). In this show room, new vehicles are sold and the service will also be given to the vehicles. As this showroom contains work shop, the vehicle with minor or major defects will be repaired and delivered to the customer. 
PERSONAL INFORMATION

D.O.B                   : 01 Apr 1987.
Languages known: English, Hindi, Urdu, Telugu
Nationality
    : Indian

Marital Status
    : Married
Declaration:

I hereby declare that the above-mentioned information is correct up to my knowledge.

