
                                             Karan Kathuria

                                                     (Travel Counsellor)
                                                              Mobile: +91-9818141934  
E-Mail: kkathuria30.ssdn@gmail.com 

 Linkedin-kkathuria30.ssdn@gmail.com

             Address: House No. 4/132 Shivaji Nagar, Gurgaon-122001                                       

Looking forward to associate myself with an organisation, where there is an opportunity to continue & upgrade my knowledge for self & organisation served.

Professional Profile
I am an enthusiastic and dedicated professional with extensive experience across all areas of airline reservations, Tour and Travel arrangements and Handling Customer etc. A proactive individual with a logical approach to challenges, I perform effectively even within a highly pressurised working environment.
Value Offered
. Good command over English language spoken & written
. Easily adaptable with well-developed inter-personal skills

. Knowledge of Global Distribution system – Galileo.

. Excellent efficiency on Travel Insurance & Regulatory Authority.  

.03 years plus experience in travel industry.
Career Highlights

Since 8 July’15 with GBT India Pvt.Ltd. Gurgaon
Process: Implant Handling from Jul -Present

(Coca-Cola India Pvt Ltd, Gurgaon)
Currently hold a designation of Sr. Travel Consultant.

Key Responsibilities:
· Taking care of Travel arrangements of Coca-Cola India Pvt Ltd Implant (Gurgaon).

· Taking care of Train Booking & there billing.
· Maintaining DSR on daily basis so that everything can be tracked anytime
· LCC Issuance & there billing on daily basis.

· Queue handling (Cancellation queue, Seating info queue, Service Info , Vendor Remarks Queue).
· Taking care of Business Visa Requirements of the Traveller.

· E-mail handling and taking request as per Emails.

· Reservations / Seat Availability / Re booking / Reconfirmation (GDS GALILEO).

· Flight Schedule / Departure/Arrival Inquiry

· Special Service Request for meal, wheelchair, bassinet, excess bag etc.

· Information regarding fares, taxes, frontier formalities etc.

· Promotions, Schemes & Special fares.

· Re-routing on involuntary basis due to flight disruption and providing alternate options.

· Responsible for closure of simple issues in timely manner and escalate to Team Leader for any unresolved issue.
Since 2 June’14 with Dnata International Pvt. Ltd., Gurgaon
Process: Implant Handling from Feb -Present

(HINDUSTAN UNILEVER LIMITED, Gurgaon)
Currently hold a designation of Travel Consultant.

Key Responsibilities:
· Taking care of Travel arrangements of Hindustan Unilever Implant (Gurgaon).

· Taking care of Train Booking & there billing.
· Maintaining DSR on daily basis so that everything can be tracked anytime
· LCC Issuance & there billing on daily basis.
· Queue handling (Cancellation queue, Seating info queue, Service Info , Vendor Remarks Queue).
· Taking care of Business Visa Requirements of the Traveller.

· E-mail handling and taking request as per Emails.

· Reservations / Seat Availability / Re booking / Reconfirmation (GDS GALILEO).

· Flight Schedule / Departure/Arrival Inquiry

· Special Service Request for meal, wheelchair, bassinet, excess bag etc.

· Information regarding fares, taxes, frontier formalities etc.

· Promotions, Schemes & Special fares.

· Re-routing on involuntary basis due to flight disruption and providing alternate options.

· Responsible for closure of simple issues in timely manner and escalate to Team Leader for any unresolved issue.
Process: Implant Handling from Aug -Jan
(KEYSIGHT TECHNOLOGIES, MANESAR)
Currently hold a designation of Travel Consultant.

Key Responsibilities:
· Taking care of Travel arrangements of Keysight Technologies Implant (Manesar,Gurgaon).

· Taking care of Train Booking & there billing.
· LCC Issuance & there billing on daily basis.
· Taking care of Business Visa Requirements.

· E-mail handling and taking request as per ETR form.

· Reservations / Seat Availability / Re booking / Reconfirmation (GDS GALILEO).

· Flight Schedule / departure/Arrival Inquiry

· Special Service Request for meal, wheelchair, bassinet, excess bag etc.

· Information regarding fares, taxes, frontier formalities etc.

· Promotions, Schemes & Special fares.

· Re-routing on involuntary basis due to flight disruption and providing alternate options.

· Responsible for closure of simple issues in timely manner and escalate to Team Leader for any unresolved issue.
Process: Implant Handling from Jun -Aug

(AGILENT TECHNOLOGIES, MANESAR)
Currently hold a designation of Travel Consultant.

Key Responsibilities:
· Taking care of Travel arrangements of Agilent Technologies Implant (Manesar,Gurgaon).

· Taking care of Business Visa Requirements.

· E-mail handling and taking request as per ETR form.

· Reservations / Seat Availability / Re booking / Reconfirmation (GDS GALILEO).

· Flight Schedule / departure/Arrival Inquiry

· Special Service Request for meal, wheelchair, bassinet, excess bag etc.

· Information regarding fares, taxes, frontier formalities etc.

· Promotions, Schemes & Special fares.

· Re-routing on involuntary basis due to flight disruption and providing alternate options.

· Responsible for closure of simple issues in timely manner and escalate to Team Leader for any unresolved issue.
From 17 May12 to 9 June14 with American Express India Pvt. Ltd., Gurgaon
Process: Global Business Travel 

Emergency Travel Services (22Feb13-09Jun14)
Currently hold a designation of Travel Counsellor.

Key Responsibilities:

· Reservations / Seat Availability / Rebooking / Reconfirmation (GDS GALILEO)

· Flight Schedule / departure/Arrival Enquiry

· Special Service Request for meal, wheelchair, bassinet, excess bag etc.

· Information regarding fares, taxes, frontier formalities etc.

· Promotions, Schemes & Special fares.

· Re-routing on involuntary basis due to flight disruption and providing alternate options.

· E-mail and Queue Handling.

· Handing 256 corporate travel bookings under Emergency Travel Services policies.
· Monitor performance and drive improvements.

· Responsible for closure of simple issues in timely manner and escalate to Team Leader for any unresolved issue.

· Ensuring service standards of the team are in compliance with the benchmarked standards laid down by the organization and also review periodically the service standards to improve the quality of service where necessary.

· Ensure all queues are actioned at regular intervals during business day and are clear by close of business same day.
Initiatives:
· Handling queues, outlook emails, resolving disputes and errors with great expertise.

1. Provided coaching and feedback to new employee and helped them to overcome the learning curve.

1. Worked on GMAX to verify the ETS Call Charge Billed.

Achievements:

· Cleared IJP from IBM  process to Emergency Travel Services process which leads my growth on both the aspects vertically and horizontally.
From 17May12 to 22Feb13 with IBM Regular Desk.

Process: Global Business Travel 
Was holding a designation of Travel Executive.

Key Responsibilities:

· Take care of Travel Insurance of IBM travellers (GDS GALILEO).

· Take care of Cancellation queues.

· Take care of Master sheets, Weekly sheets & Extension sheets etc.

· E-mail and Queue Handling.
· Ensure all queues are actioned at regular intervals during business day and are clear by close of business same day.
· Worked on GMAX to verify the Insurance Transaction Charge Billed.
From 24 Oct 11 to 7 May 12 with IBM GLOBAL PROCESS SERVICES, GURGAON 

Process: QuickBooks Canada (INTUIT PROCESS)
Was holding a designation of Technical support.

Key responsibilities:

· Customer. Relations: Consistently maintain a high level of professionalism& service.

· Installation & uninstallation of Software.

· Accounting calculations fund as ( Debit & Credit). 

· Settling of Income & Expenses A/C & Profit & Loss. A/C. 
Academic & Professional Credentials:-                                                                                                                                                  
· Xth & XIIth from CBSE Board in 2005 & 2007 respectively.

· Graduate in Hotel & Hospitality Administration from CCHMCT affiliated through NCHMCT (NOIDA) in 2011.

· Diploma in Office Management through YMCA New Delhi in 2008.
Curricular Achievements:-
· Successfully completed Internship on all the core departments with “THE GRAND” held in Nelson Mandela Road, New Delhi in 2009 
Personal Details

Father’s Name                              :

   Mr. Gulshan Kumar

Nationality                                   :                       Indian

Marital Status                              :                        Single

Languages Known                        :                        English, Hindi

Salary Expected                           :                         Negotiable
Interest and Activities

· Travelling, Cooking & Listening to music.
Declaration: I hereby declare that the particulars mentioned above are true to the best of my knowledge and belief. 

Date: 

Place: Gurgaon 






(Karan Kathuria)
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