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NEETHU SHOBISH
Contact no:0569695947
                   : 0509587859
   Email id:   neethupavi991@gmail.com
OBJECTIVE

    To associate myself with an organization this will provide me an opportunity to make a meaningful contribution to the organization and my career.

PROFESSIONAL QUALIFICATION

    Diploma in Aviation, Hospitality and Travel management from Frank Finn Institute of Airhostess Training.

ACADEMIC QUALIFICATION

· Graduate in BA English from Bangalore University. 

· PUC from Board of Public Examination Kerala.
· SSLC from Board of Public Examination Kerala.
WORK EXPERIENCE
Working with INSIGHT UNIVERSAL TRAINING EDUCATION as an Academic Consultant. Since November 2019.

 Job Responsibilities:
· Scheduled classes, gave new student orientations, supported students with enrollment and extensions.

· Counseled students on academic programs and served as customer service support regarding courses, activities, and schedules

· Assisted Academic Manager with ongoing student assessment. 
· Meeting and greeting clients via phone, email and face-to-face.
Worked with DELTA FOOD INDUSTRIES as a Procurement Assistant for a period of 2 years.
    Job Responsibilities:
· Seeking reliable suppliers to provide quality goods at reasonable prices.
· Negotiating Prices and Contracts.

· Determining quantity and timing of deliveries.
· Preparing Purchase Order.

· Responding to internal and external enquiries.
 Worked with Interman Training, Sharjah as a Training consultant for a period of 2 years.
Job Responsibilities:
· Meeting and greeting clients via phone, email and face-to-face.
· Evaluating training and development programmes.
·  Producing training materials for in-house courses.
· Designing and expanding training and development programmes based on the needs of the organization and the individual.

· Responding to internal and external enquiries.
Worked with Genius Group Global, Sharjah as an Academic 
Co-coordinator for a period of 6 months.
Job Responsibilities:
· To meet and greet Customers.
· Arrange appointments, maintain records and organize files.

· Deal with telephone enquiries and incoming mails.
· Provide advice and assistance for the client and customers

· Coordinate all the works in the Business Department.
Worked with IBM, Bangalore as a Front Office Executive for a period of 2 years.
 Job Responsibilities:-
· Demonstrated proficiencies in telephone and front-desk reception within a high-      volume environment.
· Meeting and greeting clients via phone, email and face-to-face.
· Responding to internal and external enquiries.
· Prepare letters; and emails to Clients and Customers.
· Assisting with conference activities.
· Maintaining visitor’s entry and exit.
Worked with Ramya Air Travels, Bangalore as a Travel Consultant for a period of 6 months.
Job Responsibilities:-
· Answer incoming enquiry calls from customers. 
·  Booking Air tickets and Train tickets.
· Meeting and greeting customers.
· Sending mails to customers
TECHNICAL SKILLS
· Well versed in MS Office that includes MS Word, MS Excel and MS Power Point.
· Well versed in Internet operation.

 LANGUAGE SKILLS 
   English, Hindi, Malayalam, Tamil, Kannada.

PERFORMANCES AND STRENGTH
· Self confident
· Positive thinking

· Hard working

· Punctual
PERSONAL PROFILE

 Age                             :   26
  Date of Birth               :  16.01.1991
  Marital status              :  Married
  Nationality                  :   Indian
  Sex                              :  Female
  Passport No                :  H2589736
  Date of issue              : 18.02.2009
  Date of Expiry           : 17.02.2019
 Visa status                   : House wife
                                          DECLARATION
I here declare that the details furnished above are to best of my knowledge and belief.
Place    :                                                     Neethu Shobish                                        
