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 Sumnima 
Email: sumnima.2130105@2freemail.com 
Objective/ Personal Statement:

I would describe myself as a well presented, hard working person who thrives at the chance of learning new skills. I have a mature outlook, excellent communication skills and enjoy working with public. I always like to get task I have been given done in professional and efficient manner and I have proved these skills through my studies at college and work placements. I like to think I am someone who works well and easy to get along with as I am a sociable person. My work placement have helped me build my confidence as a person and hopefully will carry on so. I am also willing to take on any training necessary to enable me to carry out my work well.
Personal Details:

Date of birth:

19th May 1989
Sex:


Female

Nationality:

Indian

Marital Status:

Single
Language: 
          
English, Hindi, Nepali.
Educational Qualifications:

BSC in Hotel Management, from IIAS, Siliguri with 1st division in the year 2009.

Higher Secondary passed from NGHS, Darjeeling from WBCHSE Board with 2nd Division in the year 2006.

Secondary Education passed from Saraswati Higher Secondary School, Mungpoo from WBBSE Board with 2nd division in the year 2004.              

Previous Employment :            Heat Flexi Tours & Travels Siliguri.
Position:                                    FHE (File Handling Executive)

Duration:                                   1st April 2016 to 30th of June

Job Responsibility:     

· Promoting and marketing the business

· Dealing with customer queries and complaints

· Preparing itinerary for the customer according to their requirement
· . Meeting profit or sales target
Previous Employment:






Summit Hotels & Resorts.
Position:


Front Office Executive/ Shift in Charge.

Duration:
1st April 2013 to 5th December 2015
Job Responsibilities:

· Deliver excellent customer service at all times.

· Assist in keeping the hotel reception area clean and tidy.

· Deal with all enquiries in a professional and courteous manner, in person, on the telephone or via email.

· Administer all reservations, cancellations and n-shows in like with company policy.

· Keep up to date with current promotions and hotel pricing to provide information to guests, on request, while maximizing bedroom sales opportunities.

· Report any maintenance issues immediately to line manage, including all furniture, fittings and equipment’s.

· Fulfill all reasonable requests from guests to ensure their comfort, satisfaction and safety.

· Provide reports as required for house keepers and management.

· Be responsible for evacuation in case of emergency, acting as first point of contact for guests and emergency services.
· Maintain personal knowledge by completing in-house training and work books.
· Always adhere to all company policies and procedures and licensing laws.
· Be involved and contribute at team meetings.
· Carry out instruction given by the management team and head office
to increase sales. 
Previous Employment:
Vocational Hotel Management, Pelling Sr. Secondary School, West Sikkim.
Position: 


Teacher
Duration:


20th May 2011 to 1st September 2012.

· Deliver food and beverage Management, Hotel property management and other Tourism related courses to student.

· Invigilate and assess weekly and monthly exams and practical training exams.

· Providing students with training opportunities.

· Update all necessary academic records accurately and completely as required.

· Provide students with objective and timely feedback.

· Prepare required reports on students and activities.

· Manage student behavior and discipline by establishing and enforcing rules and procedures.

· Counselling students with academic challenges and providing student encouragement.

I assure that the above information furnished by me is true to the best of my knowledge and belief.
Place: 
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