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  Renjini                                   
   E-mail- renjini.201616@2freemail.com 
PROFILE:   IATA, DIPLOMA IN HOTELERING AND CATERING TECHNOLOGY, D.C .A with 4 year experience in customer care 

COMPETENCIES

Knowledge of outlook, Hot soft, Opera and Galileo softwares.MS DOS, WINDOWS95/98, WINDOWS 2000, windows XP, windows 7 ,windows 8  Microsoft Word, Excel, Power point, Publisher; tally 7.2, tally 9, 
Attended TSA Up selling training for front office in Radisson Blu Hotel
 Attended Yes I Can! Training and fire and safety training in Radisson blu Hotel Yas Island, Abudhabi.
Nominated as employ of month of July 2011 in Radisson blu hotel,
Best up seller for 3 months, best loyalty programme promoter for 3 months in Radisson Blu hotel, Abudhabi
                           ACADEMIC QUALIFICATION        
Diploma in hotelering and catering technology in 2008
IATA/UFTAA FOUNDATION & EBT COURSE in the year 2008 
DIPLOMA IN COMPUTER APPLICATION in 2006 

PLUS TWO in 2003 from Govt. of Kerala,


PRO/Office assistant certificate course
Tally 7.2, Tally 9

BBA Computer applications studies on progress

                                                                     EXPERIENCE: 
Guest Service Agent                                                    February 2011 till December 2012
Radisson Blu Hotel

Yas Island, Abudhabi

Job description
Ensures incoming guests are given the highest possible personal service.

- Receives guests in a professional and friendly manner, satisfying guest expectations from arrival till departure. 
- Greets guests on their arrival ensuring they feel expected and welcome.

- Ensures the guest receives the accommodation he/she is expecting.

- Maintains an up to date knowledge of hotel and local services and supply information in respond to guest queries.- Deals swiftly, efficiently and sensitively to guest complaints and follows through.

- Maintains awareness of guest profile through the guest history.

- Using computerized Front Office systems, process accounts from check-in through to check-out, ensuring accurate     posting of food and beverage and ancillary charges.

- Receives payments by cash, cheque, credit card or account, adhering to the company Credit Policy at all times.

- Provides currency exchange services.

- Ensures that all bills closed on shift are checked and are closed correctly to the required standard and policy.

- Maintains an awareness of rates levels to be sold on a daily basis and occupancy levels.

 Up sell the hotels assets ensuring that the guests are aware of the locations of our outlets.
- Maintains effective communication with all related departments to ensure smooth service delivery.

Telephone Operator /One Touch Service Operator       February 2010 to January 2011
Habtoor Grand Resort and Spa Dubai
JOB DESCRIPTION:
Sign in attendance and take hand over from previous shift.
Answering all in house and external enquiries through phone call and respond promptly in professional manner.
Co ordinate and with different department to ensure the satisfaction of guest enquiries and resolve complaints.

Follow up on requests to complete the logs and avoid guest complaints to ensure 100 % satisfaction.

Records details of enquiries, requests, complaints, comments and the follow ups. 

Process wake up calls, guest messages and faxes.

Dealing all lost and found enquiries as One Touch Operators.

Reception Trainee                                         September 2008 TO February 2009.

Mascot Hotel, KTDC, Trivandrum.
job Description: 

 Front Office –Check in Cashiering and Check out process, updating profiles, updating CID records
Guest Relation and lobby hostess –Escorting the guest to rooms upon arrival and explain the guest about facilities in rooms also the hotels, taking notes of special needs, Updating occasions and greeting the guests by sending cards and gifts handling of guest complaints and room move, sending thank you cards and extend service for guest satisfaction.
 EPABX Operator- wake up calls, DB sheet updating, recording message for guest from different source, attending the incoming and outgoing calls, assist the guest with international calls
 Business Centre Assistant- Preparing arrival and departure letters, accepting and distributing faxes and messages for in house guests. Assist the guest in internet access, printing, scanning and binding
Room and Restaurant Reservations - According to guest needs through phone or face to face creating reservation either for rooms or for restaurants and amendment of the reservation.
VISA STATUS- Spouse VISA
LANGUAGES KNOWN

Malayalam, Hindi, English, Tamil
HOBBIES 
Cooking, Fancy Jewelry designing, Reading,  

STRONG POINTS:        

 Self motivated to work hard, significant team player, optimistic, enthusiastic and flexible                                              
Reference

  Available upon request

Declaration

 I here declare that the particulars furnished above are  true to the best of my knowledge and belief.
PLACE: Ajman
                                                                                                  RENJINI               

