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Curriculum Vitae
Md Nazim Uddin
Mobile No - . +8801816861639/+8801680189001
E-mail: nazimctg13@gmail.com /

   nazimctg13@yahoo.com 

Vision: 
To succeed in an environment of growth and excellence and earn a job which provides me job Satisfaction and self-development and help me achieve personal as well as organization goals.
Service Experience:
Working as an Executive Secretary

Biman Bangladesh Airlines,

Muscat, Oman.

Jul�18 to Till

Worked as a ticketing & Reservations Consultant.

Bahwan Travel Agency (Muscat, Oman)

GSA of Biman Bangladesh Airlines.

Jul�17 to Jun�18.

Worked as a Ticketing & Reservations Consultant.

Venus Travels (Doha, Qatar).

Jun 12 to June 17.

Worked as a Reservation & Ticketing Officer.

 Gulf Travels & Tours (Bangladesh).

 Jan�08 to Apr�10.

Job purpose:
Read and analyze incoming memos, submissions, and reports in order to determine the significance and plan the distribution. Open, sort, and distribute incoming correspondence, including faxes and email. File and retrieve corporate documents, records, and reports. Greet visitors and determine whether they should be given access to specific individuals. Manage and maintain executives' schedules
Job Dimensions:
· Monitor daily flight loads and forward to the station and head office.

· Perform general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work.
· Monitor BSP sales report through IATA BSP Portal.
· Maintaining Debit & Credit through IATA Portal.
· Monitoring GSA & CSA Cargo Sales.
· Creating Invoices of Cargo Sales.
· Monitoring Aircraft Fuel Bills, OAMC (Oman Airport Maintenance Co.) Bills, Other Airport Bills.
· Monitoring Excess Baggage Documents every day.
·  Manage all important documents by keep filing.
· Make daily sales report from the ques and send it to the manager�s, accounts & head office by mail.
· Make monthly payment details day wise & forward it to the manager�s & account�s section.

· Monitor reservations level and inform manager of current and future occupancy rates.

· Analyse booking patterns and monitor performance.

· Maintain knowledge of special rates/offer/promotions.

· Input reservation requests through telephone.

· Provide on job training to the new joiners and make sure that all necessary 
· Info, update and policy have been briefed properly and efficiently to them.
· BSP, GSA and Online sales closing and overriding commission calculation.

· Fare and Tax auditing for sales and exchange tickets.

· Refund calculation and processing the refund.
Additional Information:
Has completed AMADEUS Reservation & Ticketing course by AMADEUS QATAR W.L.L. and also have attended on job training for GALILEO and SABRE QATAR & SABRE OMAN reservation system.  Also have CARGO SPOT training to manage cargo sales. 
Academic Qualification: 
# Bachelor of Business Administration (B.B.S)
   Second Division 

   Session: 2007-2008
   National  University Bangladesh.

# Higher Secondary  Certificate (2004-2005)
    CGPA - 3.50 (Out of 5.00)

    Uttar Kattoly Al-Haj Mustafa Hakim Degree College.

    Under the Education Board of Chittagong, Bangladesh.

#Secondary School Certificate (2002-2003)
   CGPA - 3.25 (Out of 5.00)

   Garib-e-Newaz High School,

   Under the Education Board of Chittagong, Bangladesh.

Computer Literacy: 
a) Word Processing � Microsoft Word

 b) Spread Sheet Analysis � Microsoft Excel

 c) Internet Browsing � Explorer

d) IT Expert (At past)

Language Proficiency:  
English � Fluent in Speaking, Reading and writing.

Bengali - Fluent in Speaking, Reading and writing

Hindi and Urdu � Fluent in Speaking.

 Arabic � Beginner, still trying to learn. 

Attended Seminars, Meeting & Workshop:
Oman Air SATS Cargo Workshop.

Product Presentation (New on-line booking system)

(October 2018)

Qatar Airways Product   Awareness workshop.

Product presentation (new on line booking system)

(   Decembor2013)

Emirates fared Update Seminar and meeting.

    (Hotel Grand Regency 15Oct 13)

Capabilities:  
 Good interpersonal communication skill in English, Arabic, Bengali & Hindi. 

Planning and organizing capability. Adaptability with varying situation & environment.

Summary of Qualification:
Exceptional knowledge of advanced fares, ticketing & reservation system.
● Proficient in MS office applications.
● profoundly fluent in both written and spoken English and Arabic.
● Self-motivated, pro-active professional with proven sales and marketing

Skills that have achieved demanding targets.
● Great knowledge, awareness and understanding of the aviation industry, its dynamics and the cultural and regulatory factors influencing purchasing decisions.
● Strong ability to present persuasive, well-argued pitches to customers and internal senior management and to work in a high level of personal effectiveness and productivity.
● Exceptional critical thinking, active learning, judgment and decision making abilities.
● Great team player with profound ability to work in a challenging and stressful market environment.
● Strong familiarity with the local and Middle Eastern executive market place
Personal Information :
Father�s Name : Md Zafar Ullah


Date of Birth: 30 December 1988.

Marital Status: Married

Religion: Islam

Passport Number: BK 0172554   

Nationality: Bangladeshi by birth.
