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	 Strengths

	· 3+ years Proven experience in Airline  industry
· Excellent Customer Service Skills

· Tact to deal with multicultural clientele
· Analytical – Organization – Coordination Skills
	· Masters’ Degree in Tourism & Hotel Mgmt
· Good Communication & Interpersonal Skills
· Ability to multi-task & meet deadlines
· Handle pressure with ease & efficiency
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· Successfully Achieved Masters’ Degree in Tourism & Hotel Management from Singapore.
· Holding recommendation and references from ex managers for good work performances.

· Gained 3+ years proven experience from reputed airline in India.
· Administered servicing and special handling for VVIP and High Net Worth individuals
· Managed ground crew operations particularly handling cargo and dangerous goods.
· Attended several trainings and workshop for  Customer Service excellence program conducted by Jet Airways and  King Fisher Airlines.
· Demonstrated integrity and strong work ethic in maintaining confidentiality in official records as well as flexibility in working well in cross-functional teams.  
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	Diploma in Digital Marketing (Pursuing) 
IAMAI


	    2014

	Master of Tourism & Hotel Management

MDIS, Singapore.


	2013

	Diploma in International Airlines & Travel Management

IITC


	2007

	Bachelor of Science
SIES College, Mumbai, India

	2005
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First (Guest Relation) Member of Ground Staff 

                             2010 – 2012

Marketing Coordinator







                2008 – 2010

Responsive Industries Ltd
Premier Unit Member







                2007 – 2008
Jet Airways
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Marketing Coordination
· Implements marketing and advertising campaigns by assembling and analyzing sales forecasts, preparing marketing and advertising strategies, plans, and objectives, planning and organizing promotional presentations, updating calendars.
· Adopt best method of promoting product / service, conduct successful market research for exploring potentials, involvement in business development and contributing in generating more sales revenue.
· Collect and analyze data on customer demographics, preferences, needs, and buying habits to identify potential markets and factors affecting product demand.
· Tracks product line sales and costs by analyzing and entering sales, expense, and new business data.
· Execute strategies for penetrating new markets and increase market share for existing services.
· Prepares marketing reports by collecting, analyzing, and summarizing sales data.
· Keeps promotional materials ready by coordinating requirements with graphics department, inventory stock, placing orders, verifying receipt.
· Supports sales staff by providing sales data, market trends, forecasts, account analyses, new product information, relying customer services requests.
· Researches competitive products by identifying and evaluating product characteristics, market share, pricing, and advertising, maintaining research databases.
· Monitors budgets by comparing and analyzing actual results with plans and forecasts.
· Establish and maintain cooperative relationships with representatives of the media, community, customers, employees and other relevant stakeholders.
Client Service
· Received and processes and verifies the accuracy of orders from customers utilizing the organizations’ internal CRM / mainframe systems and customer purchase orders.
· Initiates required action for response to customer service requests for order changes, including the maintenance of order / customer information files and communicates changes to the appropriate personnel / departments.
· Ensures and provides quality service to both internal and external customers.
· Receives inquiries from and/or contacts the organization’s branch/regional offices to resolve a variety of order-related issues.
· Accesses the company’s internal systems to obtain and extract order information and provide customer service management with the data for inclusion in various scheduled and special reports
· Performs assigned system maintenance to various electronic order files.
· Participates and provides expertise as a member of the customer service’s departmental team. The team's objectives are develop and recommend changes to existing methods and systems to increase the accuracy, efficiency and responsiveness of the customer service department as a whole.
· Recommends potential products or services to management by collecting customer information and analyzing customer needs.
· Ability to understand and apply the basic concepts, practices and procedures of handling customers’ complaints while meeting quality standards for customer services.
· Contribute to the establishment and development of the organization’s goodwill/ reputation by providing first class customer experience which results in customer satisfaction.  
· Deal with multicultural clientele; resolve complaints through effective problem solving.
· Prepares product or service reports by collecting and analyzing customer information.
· Contributes to team effort by accomplishing related results as needed.
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	First (Guest Relation) Member of Ground Staff  
· Successfully handled counters for First Class guests check in.
· Supervised day-to-day travel requirements of Kingfisher First/ VIP/ CIP guests, overseas travel itinerary, monitor specific travel arrangements.

· Effectively managed the back end administrative work related to travel and airport operations.

· Planned-coordinate operational activities, communicating with other station staff and multiple departments.
· Ensure that the guest travelling on the airline have a delightful and memorable travel experience. Market the product whose USP was the dedicated staff for the First Class guest and frequent flyers.


	Marketing Coordinator

· Assisted Marketing Managers in coordinating various marketing and communication activities.
· Monitored the administrative side by responding to clients through email coordination regarding enquiries and concerns.

· Interacted with marketing suppliers and customers to build close working relationships.

· Represented Company along with the managers at various corporate events and Trade Shows.
· Updates job knowledge by participating in educational opportunities, reading trade publications.


	Premier Unit Member

· Maintain the ramp area, building and equipment in a clean, presentable condition.
· Provide assistance in loading and unloading clients' luggage.  

· Manage ground crew operations particularly handling cargo and dangerous goods.

· Meet arriving flights, help prepare and clean cabin for departure including any other ad-hoc requests as needed.

· Knowledge in Basic Ground Handling and Check in procedures.
· Administered servicing and special handling for VVIP and High Net Worth individuals.
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· Customer Service Excellence program conducted by Jet Airways & Kingfisher Airlines Training Dept.

· One day workshop ‘Value for Success’ by Dr. R. Theyvendran – Secretary General of MDIS Singapore.

· Workshop on ‘Becoming a Master Manager’ conducted at MDIS Campus by Prof. Tony Brown.

· Workshop Conducted at MDIS on ‘Contemporary Issues in Hotels and Tourism’ by Prof. Deborah Che.
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	Nationality
	:
	Indian

	Date of Birth
Marital Status
	:
:
	28th Feb 1984
Single

	Visa Status
	:
	Visit  Visa

	Languages
	:
	English , Hindi, Malayalam & Marathi


Executive Summary ��





Highly motivated, dedicated and service oriented professional with over 5+ years’ experience within Service industry, offering valuable experience, skills that attributes for a rewarding role in the domains of Marketing Coordinator & Customer Service. Possesses exceptional skills and carried out multiple tasks simultaneously, meeting tight deadlines, maintaining strict confidentiality of company records, coordinating with third parties and surpassing performance parameters. Tact in dealing with multicultural clients, establish instant rapport and demonstrate tireless work ethics. Possess excellent organization, time management, analytical, problem solving, interpersonal and communication skills. Seeks a solid career foundation within a forward-thinking organization which offers challenging and broad training to use and develop skills.





Achievements ��





Educational Qualifications ��





Employment History  ��








Areas of Expertise  ��








Proven Job Role  ��








Trainings & Seminars  ��








Personal Details  ��
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