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RESUME
Firoz

Email Id

: - firoz.138940@2freemail.com 
OBJECTIVE












To constantly seek knowledge and climb the ladder of success with combination of smartness and hard work. Utilize my skills to give best to the Organization. Looking forward to build a career in the field of Hospitality by infusing Professional Skill & Experience to render Maximum Value & Growth to my Organization & Designation for meeting personal Goals.
ACADEMIC PROFILE











	COURSE
	YEAR OF PASSING
	INSTITUTION
	UNIVERSITY

	B.Sc. in Hotel & Tourism
Management
	October-2009
	Mumbai College
	YCMOU

	Advance Diploma in Hospitality Management
	August - 2007
	The Monarch International college of Hotel Management
	Regency Institute of TAFE South Australia

	H.S.C
	March - 2005
	J.S.M College of Science/Arts / Commerce
	Maharashtra

	S.S.C
	March - 2003
	K.E.S. English Medium School
	Maharashtra


PROFESSIONAL QUALIFICATION










DISM (Diploma in System Management from APTECH)
MS-CIT (Maharashtra State Certificate in Information Technology)

Strengths include understanding business operations and ability to integrate quality initiatives into the business strategies, effective people management, mentoring, and good communicator at all levels. An attitude of never giving up and eagerness to learn.
TECHNICAL SKILLS
· Fidelio / POS (Point of Sale) / Micros

· MS Office - 98/2000/2003/XP

· Operating system – Vista/XP professional/2000/98/95/ NT

· Software skills – Computer fundamentals, Access 2000, HTML, FrontPage 2000, Web designing, Clint side scripting with JAVASCRIPT, RDBMS concepts with SQL server 2000.

· Typing speed – 45wpm. 
SUPPORTING SKILLS ABILITIES INCLUDE

· Strong analytical and presentation abilities.
· Excellent grasp of project management techniques.

· Ability to observe the broader vision, leads, organize, delegate and coordinate.
· Able to work with clients and colleagues to resolve issue and work to the utmost satisfaction of my superior.

· Excellent communication & confidence to work with full zest.
INTERNSHIP












· 270 hrs. In Howard Johnson, The Monarch Hotel (Ooty)

· 5 Months  as an Industrial Trainee in Marine Plaza (Mumbai)

WORK EXPERIENCE











FACILITY / MAINTENANCE SUPERVISOR:  September 2012 to Till Date - MH Al-Mana Group of Companies, Real Estate Division Doha, Qatar.
· Taking care of several compounds and facility of villas & apartments.

· Conduct inspections of housing (villas & apartments) for needed services and repairs of building interiors and exteriors.

· Coordinate emergency and regular repair to building, Maintain fire protection systems and equipment.

· Supervise landscaping and grounds maintenance for all compounds.

· Coordinate maintenance and repairs to structural, mechanical and electrical systems
Coordinate maintenance and repairs of AC Systems, heating/cooling and ventilation, & pumps weather stripping.
· Ensure daily check on pool (Water Analysis).

· Supervise maintenance staff in order to ensure a positive and healthy work environment Evaluate, train and develop staff.

· Provide leadership and delegate responsibilities, assign tasks and ensure schedules are maintained.

· Adjust tasks to meet staff capabilities.

· Recognize and deal with language problems.

· Provide opportunities for training.

· Ensure work place safety is practiced, take corrective action when required.

· Maintain the general administration of the maintenance program; assist with preparation of maintenance and improvement plans.

· Establish preventative maintenance schedules and inspections (AC & Electrical) to ensure minimum breakage/ disruption.

· Prepare plans for short terms projects.

· Keep a daily log, track data using the computerized maintenance management system.

· Prepare activity reports and work order reports.

· Recommend the purchase of goods and equipment maintain inventories.
ASST. ADMIN / FACILITY MANAGER: May 2010 to August 2012 – YM Infra Pvt Ltd, Mumbai.
· Handling complete administration work and Assisting Chairman and MD.
· Taking care of stationery, housekeeping, and maintenance work in the company.
· Coordinating and negotiating with vendor. 

· Maintaining confidential files and Information of the company.  
· Preparing Reports by Collecting & Analyzing Information.
· Setting up new office according to the client requirement. 

· Running of services of the contractor - Civil housekeeping, Electrical, plumbing, Management support employees managements, Co-ordination, Maintenance of AMC-s of Computers, Photocopiers, Faxes etc. Arranging presentations, Receiving and sending emails and faxes, Maintaining Confidential Files.
· Local buys such as Stationery, minor items, Electronic devices maintenance and management - local telephone, intercom, printer, EPABX, fax, Internet facility, Liaison with electricity dept., local telephone dept., police, Municipal Corporations and other government department. Safety and fire defense system supervision.

· Providing resolutions to the queries of customers. Attending corporate and individual customers.

· Coordinating with company architect, engineer, BMC and Mantralay staff for follow up of project.

· Property survey and collecting the correct documents from owner. Fixing meeting with agent, brokers or owner.  

· Manage staff, preparing work schedules and assigning specific duties.
· Ensure effective planning and execution of operations.

· Review performance of the team members and responsible for conducting training or development opportunities for them. 

· Determine staffing requirements, and interview, hire and train new employees. 

· Responsible for material handling, storage and dispatching. 

· Improve relationships with end-user departments.
· Planning itineraries of business or holidays for company Directors.
· Arranging flights, insurance & room’s reservation quotation. 
· Booking International/Domestic Tickets, Visa & accommodation.
· Booking train tickets and car rental reservations. Dealing with refunds, cancellation.
· Making arrangement of conference, meeting rooms.
· Responsible for arranging all events and negotiation with 5 star hotels, travel agents.
GUEST SERVICE OFFICER (FRONT OFFICE): May 2008 to April 2010 - TAJ LANDS END, Mumbai.
· Overall Shift in-charge at all areas of Front Office, including Front Desk, Guest Relations, Business Center, Airport Services, Travel Desk, Doormen, Concierge and Bell Services and Club Lounge.

· Maintain the logbook and effective follow up systems.

· Attending daily shift briefing/meeting’s and pass on all relevant information to the associates.

· Ensure the guest has a pleasant stay by supervision at the Front Desk

· Check-in, Check-out, Room Allocation, Special Preferences, VIP Arrivals and Room Checks

· Ensure to follows laid down standards and procedures.

· Ensure thorough and regular monitoring of guest feedback. The same to be captured and worked upon.

· Prompt, efficient and accurate service to all the guests.

· Spot check cash floats to ensure amount is correct as issued by the accounts department.

· Ensure associates are up to date with hotel product knowledge, including room types, rates, relative features and facilities, food and beverage outlets, spa and health club.

· Be updated and reinforcing that all policies and procedures of the hotel are followed.

· Conduct regular room and floor inspections to ensure standards are being maintained.

· Ensure through regular monitoring of guest feedback, prompt, efficient and accurate service to all guests.

· Work in association with the Rooms Controller for effective room’s management.

· Maintain regular contacts with all other departments in the hotel, and build strong relationships with them.
· Handling complains and resolving the issues. 
· Was working with Taj at the time of 26/11 terror attack.  
Special Tasks Allotted by Front Office Manager/Duty Manager

· Handling the shift as a shift in charge and coordinating with all Associates. 

· Ensuring proper and timely High Balance check.
· Departmental trainer, involved in training the frontline staff hospitality foundation modules and front office foundation modules.

· Planning and Organizing and assisting the Front office Manager in order to manage the Front Office operation smoothly.

· Ensuring that every guest has a guaranteed mode of payment.
ACHIEVEMENTS

· The Highest Rank amongst city hotels for Business Centre Facilities, Courteous, Competent and Responsive Department for the Month of February, March, November & December 2009.

· The Department with the Highest Delta Improvement in CCR of Associates and Facilities for February, March, November & December 2009.

FRONT OFFICE EXECUTIVE: September 2007 to April 2008 - SEA VIEW HOTEL, Alibag.
· Check-in, Check-out, Room Allocation, Special Preferences

· Assist in overall supervision of the department.

· Conduct regular room and floor inspections to ensure standards are being maintained.

· Check staff punctuality. Communicate with guests and receive feedback.

· Observe, teach, and correct staff’s service.
· Handle any guest complaint. Monitor timing of guest experience.

· Handle guest comments and complaints. Ensure guest satisfaction.

· Manage staff during peak hours. Responsible for assigned shift, assisting in overall management.

· Resolving customer complaints, scheduling parties and reservations, and greeting and escorting guests to Room and Restaurant.

SENIOR GUEST SERVICE ASSOCIATE: May 2007 to August 2007 - Asiana Hotel Chennai.
Joined as a pre opening team in Asiana Hotel.

MARKETING EXECUTIVE: March 2004 to April 2005 – APTECH, Alibag Raigad.
EXTRA CURRICULAR ACTIVITIES








· Participate in Athletic Competitions.

· Participate in Gymnasium Competitions.
 HOBBIES













· Horse Riding, Swimming, Gymnasium, Traveling.
· Internet surfing – being up to date with technology
PERSONAL INFORMATION









NAME



: Firoz Siraj Bondare
DATE OF BIRTH


: 6th November 1985

SEX




: Male

NATIONALITY


: Indian
RELIGION



: Islam (Muslim) 
LANGUAGES                                 : English, Hindi, Marathi & Urdu
DECLARATION
I sincerely hope the particular given above will be found satisfactory and that you will be kind enough to me a chance to prove my skills. I hereby declare that the above-furnished details are true to the best of my knowledge.
�








