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REMEY 

E-mail: remey.380534@2freemail.com
Mobile: Whatsapp +971504753686 / +919979971283
Dubai. U.A.E.

CAREER OBJECTIVES

Focused with a comprehensive knowledge of managing and leading staff in sectors like Travel and tourism, Clinic, Education and Personnel Certification. Proven ability to maximize business and profitability through excellent service and office management skills. Easy going by nature and able to get along with both work colleagues and senior managers, currently looking for a suitable challenging position.

SUMMARY OF KEY SKILLS AND EXPERIENCE

· More than 8 years of solid experience in Administration/Operations in U.A.E., Yemen & India.
· Strategy and Management Analyst – ISO 17024.
· Proficient in Arabic, English, Hindi, Tamil & Malayalam.
· Hold Bachelor’s Degree in B.A. (English Language & Literature), IATA/UFTAA with CRS (Montreal, Canada), Diploma in Cabin Crew Training and Diploma in Airline & Travel Agency Management.
· Liaison with Government Authorities (HABC, DCAS, DAC, Trakhees, ADFF/ADACH) for Centre approvals and Registrations.
· Well experienced in computerized office environment and proficient in MS Office Applications, CRS Systems, Qwickspec & Epicor.
· Having Valid UAE Driving License.
· Possess demonstrated ability to work effectively and congenially with employees at diverse levels. Strongly commercial with excellent communication and influencing skills.
· Determined but inclusive leadership of operational teams to achieve objectives.
· Committed to quality performance with an ability to learn new procedures.
· Team management, team leadership and time management.
WORK HISTROY
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Liftek Technical Safety & Security Consultancies, Dubai, U.A.E. Administrative Supervisor-ISO Analyst, Feb 2016 to present. Job Profile:

· Ensure that day-to-day operations of the organization run smoothly.
· Be responsible for managing and maintaining the documentation related to ISO 17024: Personnel Certification program
· Serve as the Management Representative (MR) for DAC audits for ISO 17024
· Schedule in-office assessment and training programs for clients and serve as first point of contact for Training Department.
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· To oversee Customer complaints and to ensure that these are resolved timely and efficiently.
· Liaison with Government Authorities (HABC, DCAS, DAC, Trakhees) for Centre approvals and Registrations
· Documentation control for personal certification and other confidential data.
· Notify hiring department when additional staff members are required and sometimes perform interview and lead the review process.
· Providing guidance and coaching to new incoming staff.
· Assigning job duties to individual staff members and prioritizing work.
· Arrange & Schedule office meetings with Top Management Officials and clients.
· Implement strategies to make the Company’s existing and potential clients aware of new service on offer.
· Manage calendars, respond to email and phone messages, assisting with customer requests and questions, coordinating meetings, compiling meeting materials and documents, monthly leave reporting, booking travel and providing executive staff with support as needed.
· Ensure enough office supplies and stationeries.
· Plan and organize office special programs/events.
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Apple clinic FZCO, Dubai, U.A.E.

Senior Executive Officer, June 2014 to Dec 2015

Job Profile:

· Manages and provides day-to-day leadership to various professional and administrative personnel engaged in specified project activities.
· Provides strategic advice and recommendations to leadership in the development, implementation, and evaluation of new or modified operating policies, practices, and procedures within the specified functional area of focus
· Ensure excellence in guest service
· Manage staff, preparing work schedules and assigning specific duties.
· Helped push the business forward to achieve significant turnover and profitability in clinics and associated pharmacies of the group.
· Responsible for opening new branch of Apple Clinic in 2015 at International City, Dubai.
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Bureau of Guidance and Human Development (B-GHUD), Kerala, India Instructor IATA/UFTAA and Senior Office Administrator, July 2012 to July 2013 Job Profile:

· Involvement in educational and instructional activities
· Developing the methodology to educate students about the topic
· Development of test questions in consultation with the course coordinator
· Assure that course content allows students to meet terminal competencies associated with that course.
· Development of audiovisual/multimedia materials for the topic presented
· Provide feedback on and evaluate all aspects of training sessions
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Alshamel Travel LLC, Abu Dhabi, U.A.E.

Corporate Travel Consultant-VIP Services, Jan 2010 to Oct 2010

Job Profile:

· Coordinating with the airline/hotels/Car Rentals for seat confirmations/reservations and other relevant requirements.
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· Handling all travel business includes ticketing, Hotel reservations, Transfers, Meet and Greet and all other personal and official requirements.
· Handled government sectors like ADACH, ADFF, ADMISC etc.
· Coordinating holiday packages as per the customer requirements.
· Follow-ups with clients with respect to booking related matters.
· Keep a track on the bookings & their respective time limits.
· Proven track record in providing highest standard in passenger handling.
· Responsibility for price quotations to the clients and further follow-ups.
· Increasing the sales of the company by getting new clients due to the excellent service provided to the existing clients.
· Follow-ups with the clients for payments.
· Keeping a track of the latest airline industry news, rates and fares.
· Adhban Group - GSA for Saudi Arabian Airlines, Sana’a, Republic Of Yemen. Travel consultant & Administrative Assistant, Nov 2007 to Aug 2009.
Job Profile:

· Coordinating holiday packages as per the customer requirements.
· Follow-ups with clients with respect to booking related matters.
· Keep a track on the bookings &amp; their respective time limits.
· Responsibility for price quotations to the clients and further follow-ups.
· Follow-ups with the clients for payments.
· Keeping a track of the latest airline industry news, rates and fares.
· Taking care of all Admin related work;
· Maintains detailed and accurate records in order to accurately retrieve data.
· Enter information provided by staff into the database and maintain travel database.
· Schedule, coordinate, and organize events such as meetings, conferences, and departmental activities as needed
PROFESSIONAL QUALIFICATION

· B.A. English from Shridhar University, India
· Diploma in Travel and Tourism foundation IATA/UFTAA with CRS (Montreal, Canada)
· Diploma in Cabin Crew Training from Wings Airline Academy, Mumbai.
· Diploma in Airline & Travel Agency Management from Institute Of Air Travel Studies, Kerala, India.
CERTIFICATE PROGRAMMES

· Certificate in Reservation & BSP Ticketing- SABRE Training Centre (2007).
· Certificate in Reservation & BSP Ticketing- AMADEUS Training Centre (2009).
· Certificate in Sabre Air Conversion-CR–AlShamel Travels (Musanada) (2010).
· Certificate in ISO 17024 from Dubai Accreditation Department (2016).
· Certificate in HSE Awareness from Quality International Abu Dhabi (2016)
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CAREER ACHIEVMENTS

· Registration and Approval for First Aid Training Centre Approval from Dubai Corporation of Ambulatory Services (DCAS) for Liftek Group.
· Initiative & Completion of new branch for Apple International Polyclinic at Dubai.
· Undertaken project from Akbar Travels India Pvt. Ltd. (IATA Certified) titled – “Airline companies operating in India”.
COMPUTER PROFICIENCY

· Expertise in Computer Reservation System
· Experienced in MS Office
· Experienced in Qwickspec, Epicor
· Experienced in online marketing software – DMS and Mail chimp.
PERSONAL DOSSIER

Date of Birth

Nationality

Sex

Marital Status

Language Known

Visa Status



: 02nd May 1987

: Indian

: Female

: Married

: Arabic, English, Hindi, Tamil and Malayalam

: Residence Visa
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