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Curriculum Vitae

Sooraj 
Sooraj.217644@2freemail.com  
Objective :


Willingness to work with your profit oriented and customer service oriented organization where I can be able to showcase my skills and knowledge for the successful of the organization.

 Key Skills & Competencies :
· Ability to carefully provide good customer service. 

· Capability to work hard. 

· Capability to perform full time job. 

· Good team building ability. 

· Capability to maintain helpful environment in work area.
· Friendly disposition with clear spoken English. 
· Having a professional manner with an emphasis on hospitality and guest service.
· Ability to interpret and follow oral and written instructions.
· Ability to establish and maintain effective working relationships with other employees.
· Calm, efficient and organized.

                                    Experiences:
            Designation

:  front office executive
Du             Place

             :  TAJ GATE WAY HOTEL, KOZHIKODE, KERALA, INDIA
                 Duration

:   AUGUST 2014 TO JANUARY 2017
DUTIES & RESPONSIBILITIES OF front office executive 

· Welcoming guests to the hotel in a polite, friendly and helpful manner

· Dealing with late arrivals and assisting with early check-outs.

·  Check out departing guests using the hotel’s accounting system

·  Taking payment from guests in the form of cash or credit cards. 

· Answering telephone inquiries promptly & professionally & transferring calls on. 

· Being a point of contact for guests should they have any queries. 

· Arranging for brief tours of the hotels rooms and facilities. 

· Operating switchboard and directing calls appropriately. 

· Dealing with and resolving customer complaints. 

· Checking function sheets. Managing group bookings for conferencing, the restaurant and accommodation. 

· Keeping up to date on all hotel products, services, pricing & promotional offers. 

· Completing the night auditing procedures with accuracy and attention to detail. 

· Maximize sales revenues through up selling and marketing programmes. 

· Provide information and literature about the hotel in person and via telephone.

·  Ensuring all relevant paperwork has been completed in order for a smooth hand-over at the end of your shift.

                                                    EXPERIENCE:
           Designation             :     RECEPTIONIST
Du            Place

      :     AL KHALEEJ PALACE HOTEL, DUBAI, UAE 
                Duration
      :     JULY 2012 to june 2014
DUTIES & RESPONSIBILITIES OF RECEPTIONIST 

· Greet, register and assign rooms to guests, issue room key and familiarize guest with the services the hotel has to offer. 
· Answer and handle all incoming telephone calls efficiently and accurate according to standards. 
· Make and confirm reservations according to hotel standards and utilize rooms merchandising techniques.
· Act as key communication link. Responsible for clear and effective communication between co-workers, management and other departments.
· Track room revenues, occupancy percentages and other front office statistics.
· Prepare summary of cash, cheque and credit card activities.
· Summarizes results of operations for management.
· Check figures, postings and documents for accuracy. Record store, access and analyzed computerized financial information.
· Keep familiar with current codes for marker segments and source, current rates, packages and promotions.
· Responsible for following key control procedures according to set standards.
· Perform daily cashiering audit and balance shift cashiering transactions.
· Prepare of end of day procedure.

                                    EXPERIENCE:
Designation

:
F&B ASSOCIATE
Place


:
AL KHALEEJ HOLIDAY HOTEL, DUBAI, UAE
Duration

:
Feb 2010 to JUNE 2012
DUTIES & RESPONSIBILITIES OF F&B ASSOCIATE
· Responsible for providing professional service of food and/or beverages 

· Greeting of all customers in the restaurant at the beginning and end of every meal

· Responsible for achieving and maintaining the F&B  standards in the restaurant- and bar department

· Responsible for the checking, distribution and if necessary replacement of printed matter, floral and other decoration in the restaurant

· Assistance with the taking of the restaurant inventory as per company’s directives

· Participation in necessary service and F&B training program

· Responsible for the daily cashing-up of all generated revenue

· Assistance with F&B activities (cocktails, welcome- and farewell parties, afternoon tea etc.), as well as special functions

· Cooperation with luggage handling if necessary, as per supervisor’s directives

· Cooperation in other departments if necessary, as per supervisor’s directives
Educational Details :

· Diploma in Hotel Management  and Catering Technology  from , Oriental School of hotel Management  Wayanad, Kerala , India (2006-2009)

· Higher Secondary Passed (2004 - 2006, XII ) From Kerala Educational Board

· 2003 – 2004 X, G.V.H.S.S (boys), Koyilandy, Kerala.      

Additional Qualification: 
· Ms-office – Ms word, Excel, Power point

· Hazard Analysis Critical Control Point  (HACCP)  From Johnson Diversely  India
· Completed six month management training program for all departments from GRT GRAND BUSINESS HOTEL , CHENNAI , TAMIL NADU , INDIA
Personal Details:
Date of Birth

:
25-04-1989

Marital Status

:
Single
Nationality 

:
Indian

Visa status                     :            visit visa

Languages

:
English, Hindi, Malayalam, Tamil
Declaration: 

I hereby declare that the above information is true to the best of my knowledge and belief and nothing has been concealed or distorted.

 











 








