	Anindita 

Customer Service / Front Office Manager 

Office Administrator / Sales Coordinator

Well versed with UAE work culture


	


Career Objective

Possessing an enriched 6 years 4 months total work experience as a high profile cabin crew as well as skilled in customer handling and front office executive. I
have background in hospitality industry and I am willing to work as administrator, customer cservice or front office supervisor in a growing and professional organisation,
where I can contribute with total work commitment and dedicated my services to the company. 

Academic Profile

MBA in Human Resource, Sikkim Manipal University, India 2016
Bachelor of Commerce, Calcutta University, India 2004

Computer Knowledge

Good MS Office Computer Skills in Word & Excel. 

Professional affiliations

Diploma in Aviation Hospitality and Travel Management.

Competency Insight

· Implement company standards with respect to guest service by ensuring service delivery is efficiently organized and consistently delivered by cabin crew;
· Ensure that the company image and value systems are upheld at all times;
· Ensure strict adherence to company grooming standards;
· Ensure that all DGCA regulations are maintained with respect to safety and compliance.
· Ensure pre & post flight briefings as well as briefings for all guests and manage the IFE System – starting the safety demonstration and entertainment program;
· Establish effective coordination with other cockpit crew & all ground staff.
· Maintaining attendance, multi-tasking,  scheduling meetings & others.

Professional Experience
Designation: In – flight Executive: from 13/08/2007 till 02/12/2011

Company: Jet Airways, India

Brief Job Description:

· Attending a pre-flight briefing for assigned working positions for the upcoming flight. Taking care of the flight schedule and if there are passengers with any special requirements such as special meal requests, passengers in wheelchairs, VIPs on board, frequent flyer passengers, or the number of infants requiring infant seats on board.
· Carrying out pre-flight duties, including checking the safety equipment, ensuring the aircraft is clean and tidy, checking that all meals are on board (including special dietary requests) relevant landing cards are loaded and first aid equipment is checked.
· Welcoming passengers on board and directing them to their seats, helping with hand luggage or any seating problems.
· Informing passengers of the aircraft safety procedures and ensuring that all hand luggage is securely stored away and exists are not obstructed.
· Checking all passenger seat belts and galleys are secure prior to take-off.
· Making announcements and keeping passengers informed of any delays etc and always being visible in the cabin to answer any passenger questions during the flight.
· Serving meals and refreshments to passengers.
· Selling duty-free goods and advising passengers of any allowance restrictions in force at their destination.
· Reassuring passengers and ensuring that they follow safety procedures correctly in emergency situations.
· Giving first aid to passengers where necessary, demonstrating a calm approach at all times.
· Ensuring that passengers disembark safely at the end of a flight and checking that there is no luggage left in the overhead lockers, toilets and galley areas.
· Completing paperwork i.e. stock control, logging any faults or problems during the flight, liaising with the ground staff.
Designation: Front Office Executive from 01/04/2005 till 31/05/2007

Company: Refricon, Kolkata, West Bengal, India

Job Description: Customer Relationship Officer

· Ensure an effective and efficient reception service is provided to all visitors.
· To welcome and greet all visitors, in person or over the phones
· To answer the phone while maintaining a polite, consistent phone manner using proper telephone etiquette.
· Deal with all general enquiries, explain procedures and make new and follow-up appointments.
· Responsible for keeping the reception area clean, tidy and free from clutter at all times
· Keeping office supplies adequately stocked by anticipating inventory needs, placing orders, and monitoring office equipment.
· Be aware of your surroundings and of the visitors waiting.
· Using your own judgment and communication skills ensure that visitors with no prior appointment but who need consultation are seen in a logical and non-disruptive manner
· Enter visitors’ information on to the computer as required and as appropriate.
· Ensure correspondence, reports, results/scanned etc are filed promptly and in the correct records, ensuring that all recent correspondence is available.
Personality Profile
| Friendly | Energetic | Pleasant |Optimistic|

Extra Curricular Activities

| Swimming | Listening to Music | Cooking | Travelling

Personal Details:

Nationality

: Indian
Date of Birth

: 12th September, 1981
Marital Status
: Married
Visa Status

: Ready to visit UAE if offer letter is provided on self expenses.
E-mail Address
: anadita-387800@2freemail.com 
Reference

: Mr. Anup P Bhatia, HR Consultant, GulfJobSeeker.com
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Human Resource, Management, Market Research & IT Consultancy
Web Portal | Public Networking Service| Digital Marketing | Web Design

Job Posting | Recruitment | Website Design | Digital &-Marketing | 150 Certification
€V Writing | CV Distribution | CV Highlight | Video CV | Certificate Attestation | Visit Visa

Gulf Business Offer :
www.Fimcuae.com

enerating Proftabie Loacs by Networking
We can help generate Business Enauiries  We can help you get 5O Certfication
for your company Services & Products. Mansgement Consulting Services
Zero Advance Fees Experts from your Industry avaiable
Pay our commission once you receive your  Consulation on implementing Systems
payments from leads generated by us.  Assistance on Expired Certficates Avaleble
FirstImpression Management Consultancy _First Impression Professional Services
Post ox No 44052, Dubsi Office No 203, shree Bslai Heights, C.G. Rosd

United Arab Emirates. ‘Ahmedabad, Gujarat, India





