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                          Marina
Marina.66753@2freemail.com   


Career Objective: 





Seeking a challenging position by which I can utilize my potential and professionalism, for the development of the Company as well as, allow me to expand my present knowledge and fully utilise my talents and skills.
Profile:

An ambitious, self motivated, hard working, responsible and energetic individual. A quick learner with proven ability to work independently to achieve timely results, as well as interpret and communicate information accurately and effectively. Excellent negotiating and communication skills, self motivated, with a keen talent for detail and quality work and problem solving abilities.


 Functional Experience Specialist Area / Years of Experience

Customer Service / Call Centre


2 years

Administration / General Administration          
4 years



Work Experiences
11th January 2012-11th February 2012           THE APPLE INTERNATIONAL SCHOOL
Secretary to Principal
                       Job Profile:

· Manage the Principal‘s dairy.

· Assist with organizing the events, latest being Sports Day.

· Scan profiles and short list candidates for interview.

· Schedule and Organize meetings.

· Filing and maintaining documents as required.

22nd June 2011—31st July 2011            BRAND CONNECTION/GOLIN HARRIS
Front Office.
                           Job Profile:

· Meet and greet clients, answer telephone calls and transfer to appropriate staff members.

· Perform general clerical duties to include but not limited to filing, scanning, burning CD’S.
· Receive mail, courier and distribute accordingly.

· Prepare Travel plans for three Managing Directors; make travel arrangements for clients,   suppliers and staff as and when required.

· Prepare Memo’s, letters and other documents.

· Conduct research, compile data as required.

· Ordering office supplies, preparing expense claim etc.

01st December 2009 – 30May2010

FLYDUBAI    





             Dubai, U.A.E.

Commercial Coordinator
             Job Profile:

· Handling the Sales counter at Airport, assisting passengers with their bookings.
· Cash handling and cash reconciling.

· Generating specific and accurate reports that are sent to all the outstations in a timely manner.

· Maintaining good customer relations by assisting in their queries at the airport as well as handling passenger feedback, complaints, suggestion, through correspondence and in person.

· Assisting Outstations staff, and check in counter staff with various passenger booking related queries.

17th Jan 2004 – 17th Mar 2008

Emirates (Skywards)





Dubai, U.A.E.
Senior Customer Service Agent
Job Profile:
· Handling Skywards related calls from our Gold, Silver and Blue members assisting with bookings and providing accurate information.

· Corresponding via e-mail and phone to various Skywards related queries, complaints, and suggestions in a timely manner.

· Assisted in recruiting staff, coordinate with executive in scheduling the interview process. 

· Successful in executing role of Fulfillment Executive from July 2007 until March 2008, that required decision making, Liaising with Management and other departments in order to achieve smooth operations

· Briefing staff on new information , promotions on daily basis, delegating tasks, reviewing staff performance, handling staff issues like attendance, leave etc.

· Data handling of over 3 million Skyward members. Generating weekly data files for fulfillment as well as generating specific reports whenever required. Checking accuracy of the data regularly. 

· Coordinating with our Systems team, providing feedback on the new enhancements to improve systems and make them more user friendly. Working on the Country Wise Logic project, in order that we have error free database.

· Monitor and order office supplies. Monitor and order Skyward items for processing fulfillment of over 3 million members that would involve monitoring and ordering Flyers, packs, gifts, etc for Skyward Gold, Silver and Blue packs, as well as ordering Skyward collaterals for all the Skyward Service Centers.

· Scheduling meetings, prepare presentations, training new staff, as well as corresponding to our internal and external customers.
· Liaise and coordinate with Management and external teams to achieve targets in a timely manner. Getting approval of flyers, letters, order collaterals and get the packs delivered by courier/mail timely.



Acheivements

· Developed excellent Business- Customer relationships to instill an envoirment of reliability and trust .

· Managed and co-ordinated interdepartmental functioning and handle critical tasks to complete them in a timely manner.
· Achieved targets by optimising the available resources .
· Performed well under pressure and met deadlines while maintaining priority levels.
· Saved upto a million Dirham’s annually by suggesting and implementing a new method of correspondence to our newly enrolled members.



Appreciations
· I have received Certificate of Appreciations for Employee of the month in June 2004 and November 2006.

· I have received Certificate of Appreciation for handling the Year End Operations in the absence of my officer in February 2005 . 
· Received the Bronze Mabrouk award in for handling the Year End Operations 2005 in a timely manner .


Educational Qualification
      B Sc (Chemistry)
 University of Bombay
 Bombay, India



Skills 
· Computer skills, MS Office package, MS Excel, MS – Word and Power Point.

· Effective Communication and listening skills .
· Good interpersonal, organizational and decision making skills.

· Time management and Team building skills.


Trainings
· Introduction to Team Leading.
· E-mail writing training, Emirates Aviation College.
· Skywards Tele-Customer.

· Information Systems Protection 

· MARS - Mercator Airline Reservation System 
· Radix trained which is booking system for Fly Dubai

· BO Reporting


Personal Details



Nationality

:
Indian

Languages

:           English, Hindi, Marathi
Driving License
             :            Light vehicles
Visa Status

:
Residence Visa


Other DOCUMENTS WILL be Furnished Upon Request.
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