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Customer Service/ Junior Accounts Executive
Email: crispinjohny@gmail.com
Mobile: +971 502838564
                                                                                               

CAREER OBJECTIVE


Aspiring to be associated with a reputed firm and working in a challenging environment where my potential and qualification can fully be utilized . I am willing to work with great sincerity towards my commitment, dedication and hard work for the benefits of the industry in line with its mission, client’s requirements and personal growth where quality, professionalism and priorities are well defined.  

PERSONAL DETAILS


Date of Birth: March 11, 1993                                          Nationality: Indian
Age and Gender: 24yrs, Male                                           Passport Number: N7627123
Qualification: B.com & Aviation PG Diploma                Visa Status: Employment
Marital Status: Single                                                       Current Location: Dubai
	
PROFESSIONAL EXPERIENCE


Present Role: Sales Executive

Working as Sales Executive at Leaders Sports LLC, Dubai, UAE since November 2017

Previous Role: Airline Customer Service Agent

Worked as a Customer Service Agent for Sri Lankan Airlines at Chennai International Airport from August 2016 to April 2017

Previous Role: Accounts Executive

Worked as Accounts Executive in a pharmaceutical at Kerala from July 2014 to June 2015, experience in Tally ERP 9
                                     




PROFESSIONAL SUMMARY


As Sales Executive

· Prepares reports by collecting, analyzing, and summarizing information

· [bookmark: _GoBack]Maintaining the sales file, weekly reports and yearly stock takings.  

· Maintains good relationships with clients/customers by providing support, information, and guidance

· Maintains quality service by establishing and enforcing organization standards

· Maintains professional and technical knowledge by attending educational workshops

· Contributes to team effort by accomplishing related results as needed

· Maintains a good relationship with the clients

· Meeting the given Sales Goals 

As Accounts Executive

· Preparing payment vouchers, petty cash handling, utilities, monthly expenses etc 
· Controlling credit and ensuring debtors pay on time.
		
· Creating profit and loss account and balance sheet.

· Ensuring all payment amounts & creating accurate records. 

· Processing Suppliers payment. 
· Preparing accounts receivable & payable reports.
· Working with sales & purchase ledgers and spreadsheets.
· Maintains official files and preparing monthly reports.

· Preparing sales Invoices and entering Purchase vouchers in the system.

· Reporting to senior accountant on day to day basis. 





As Airline Customer Service Agent
	
· Provided customers the excellent hospitality, customer services.

· Greeted and assisted all customers, providing help with check-in, tagging baggage, ticketing changes, re-booking and special service requests.

· Checked-in passengers for domestic and international travel using computerized systems; verified documentation for international and domestic flights.

· Processed tickets, checked baggage and monitored carry-on baggage for size and quality, collected extra baggage fees at counter and assigned seats.

· Provided information on arrival and departure times, boarding procedures, gate information and carry-on regulations.

· Assisted customers with special needs and quickly addressed and resolved customer complaints at times.

· Answered general inquiries and provided accurate gate, flight arrival departure information etc

· Provide excellent customer service while ensuring proper corporate and governmental policies and documentation


                                            PROFESSIONAL QUALIFICATION


Completed B.com (Bachelor of Commerce) from University of Calicut & Advance Diploma (PG Diploma) in Airline Management with travel/tourism, hospitality & management in Zabeel Airline Academy
		

EDUCATION QUALIFICATION


	
SL NO
	
COURSE
	
INSTITUTE/UNIVERSIY
	
YEAR
	
RESULT

	1
	PG Diploma in Aviation
	Zabeel Airline Academy
	
2016
	Pass

	2
	B.com
	University of Calicut
	2014
	Pass

	3
	XII
	CBSE
	2011
	Pass

	4
	X
	CBSE
	2009
	Pass


   




LANGUAGES KNOWN


	Language
	Read
	Write
	Speak

	English
	Yes
	Yes
	Yes

	Hindi
	Yes
	No
	No

	Malayalam
	Yes
	Yes
	Yes

	Tamil
	No
	No
	Yes

	French
	Pursuing the basics of French




ACHIEVEMENTS & OTHER ACTIVITIES


· Won silver medal in district level karate tournament
· Participated in CBSE district level football tournament

TECHNICAL SKILLS

	
· Tally ERP 9
· MS Office (MS Word, MS Excel, MS Power point)

STRENGTHS


· Good team leader & team player
· Excellent coordination & communication skill 
· High sense of commitment & responsibility
· Good hospitality skills
· Quick learner, sincere, loyal, confident, Friendly

REFERENCES 

Available upon request, with supporting document
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