CURICULLUM VITAE 

ANISHA GONSALVES


E-Mail: anishaquadros@gmail.com

Mobile No.: +97150 6945332



CAREER OBJECTIVE


To be associated with an organization, which has a mission, and of which I will be an integral part, and to manage a challenging portfolio which exploits and demands my best, where my proven ability will be recognized and appreciated.


PERSONAL INFORMATION


Nationality

:
Indian

Religion

:
Roman Catholic

Date of Birth

:
6th September, 1983

Marital Status

:
Married

Languages Known
:
English, Hindi, Urdu, Arabic, Konkani and Marathi

Visa Status

:
Husband’s Sponsorship


PROFESSIONAL SKILLS


· Excellent co-ordination and inter-personal relation skills.

· Excellent technical and non-technical communication skills, both written and oral and at all levels in an organization.

· A challenger and a quick learner with proven ability to adapt with changing environments.

· Ability to work under pressure and meet deadlines effectively.

· Ability to work independently as well as part of a team, providing timely, high quality customer-focused services

· Ability to offer management transparency on projects, assignments and specific tasks

· Ability to bridge technical and business users with effective understanding of requirements and gap-analysis

· Ability to work in an extremely busy environment, with frequent interruptions and execute effective time management to be able to prioritize and resolve problems

· Ability to prioritize and manage time effectively.

· Effective communication skills in English, both written and oral.


ACADEMICS


· Completed Bachelor’s Degree in Commerce examination, specialization in Management from Mumbai University, Mumbai, India.

· Completed HSC in the Commerce stream from NOS through Delhi Board in the year 2003 at Comprehensive Educational Institute, Dubai.

· Completed O Levels in the Commerce stream from GCE through UK Board in the year 2001 at Grammar School, Dubai


TECHNICAL SKILLSET


· Databases – Oracle, Deltamatic

· Operating Systems - Windows XP, 2000, ME, 98, 95

· Knowledge in MS Office, and Windows Environment (MS Word, MS Excel, MS PowerPoint, and other MS applications).

· Internet Browser, Email, and other Internet


PROFESSIONAL EXPERIENCE


Receptionist / Admin & HR Execuitive at 1001 Events 

(Sep 08 till Date) 







Dubai, UAE

· Attending to all incoming calls & transferring the calls to the right Department.

· Attending to customer queries.

· Assisting visiting personnel

· Registering all client requests.

· Visa Applications for clients

· Receiving and sending mail

· Managing Office Stationery

· Follow-up with concerned departments on documents and file status

· Office Administration

· Managing Office Stationery

· Record Maintenance for staff

· Maintain Time Sheet for all staff

· Keeping a record of all leaves taken & due for all staff.

· Payroll

· All HR related jobs

Passenger Service Agent at DNATA (EMIRATES Group) 

(Sep 07 to Jul 08) 







Dubai, UAE

(MARHABA Services)

· To meet, greet and escort passengers as per the laid down service standards (smile, address by name, cheerful outlook, briefing, grooming standards etc) in order to provide a quality service that projects DNATA’s image as a service provider.

· To meet (capture/ screen) the designated passengers by monitoring flight arrivals / departures and aircraft parking bays in order to ensure that passengers are promptly received and escorted.

· Issue revenue documents/ service vouchers and update the system as per booking requests and service provided in order to ensure the collection of revenue from airlines and corporate clients.

· Assist the Sr. Marhaba Service Agent in updating the database (AGSS/ TSS) with information of the service provided and outstanding requests (delayed flights etc.) from the current shift in order to provide customers feedback on the service provided and coverage by the next shift for delayed passengers and no shows.

· Resolve customer issues pertaining to reservations, onward connections, visa formalities etc. in order to ensure minimum inconvenience to passengers and safeguarding the image of DNATA, the airlines (incl Emirates) and Dubai.

· Provide information and guidance to customers of flight schedules, airline formalities, visa requirements, hotel information, currency exchanges, transport arrangements etc in order to reflect an image of a knowledgeable quality service enhancing DNATA’s image as a service provider.

· Monitor usage and condition of all items at the lounge and inform the supervisor of any requirements, maintenance and changes in order to ensure that the lounge facility is up to the standard projected to the customers.

· Attend and brief all customers using the lounge facilities available, procedures for boarding and facilities available in the concourse in order to ensure a convenient and a pleasant stay at the lounge followed by an on time completion of boarding formalities.

Receptionist cum Administrative Executive at AGILITY TRANSOCEANIC 

(Dec 06 to Aug 07) 







Dubai, UAE

· Attending incoming phone calls and faxes

· Assisting visiting personnel

· Managing the Front Office

· Receiving files from the concerned departments

· Receiving and sending mail

· Filing

· Assisting the Accounts Dept.

· Verifying third party invoices

· Follow-up with concerned departments on documents and file status

· Office Administration

· Record Maintenance

· Managing Office Stationery

Senior Customer Relation Associate at Wipro BPO 

(Jun 04 – Oct 06)







Mumbai, INDIA

(Delta Baggage Service Center, Sky miles Service Center & General Sales)

· Travel consultant and customer satisfaction.

· Meeting passenger's needs with General revenue booking, Frequent flier-Skymiles 

bookings & Baggage services.

· Reservations and ticketing, for domestic USA travel.

· Handling lost baggage queries and complaints.

· Handling passengers complaints and queries. 

· To meet the policies and agreements according to USA department of transportation.

· Been Team Coach / Mentor.

· Appreciated for high revenue sales and Airline's partner vendor sales.

· Been promoted from General Sales Dept to Baggage Dept. 

Assistant Accountant at Happy Home Bldg. Materials

(Sep 01 – May 04) 








Dubai, UAE

· Assisting the main Accountant in his duties

· Preparing Cheques, Invoices, Quotations, etc

· Maintaining the Company's books of Accounts.

· Handling Petty Cash & Giving Advances to Employees

· Transfer of Salary to Employee’s Accounts & Making Salary Slips.

Receptionist cum Secretary at Happy Home Bldg. Materials 

· Attending to Customers

· Answering all Incoming Calls

· Making Official Calls 

· All Secretarial Duties

