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Profile                                                                                   
Self motivated and enthusiastic individual, proven management and detail oriented person, reliable and respectful. Strong planner, who readily adapts to change, can work under pressure, remaining calm when dealing with challenging or difficult scenarios. Good communicator and exceeds expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality

Skills
Admin & Operational Skills:

                                       Office Management Calendaring, Performance, record Training & Coaching

 Front-Desk Reception, Complain handling, Problem Solving, Building     relationships Communication Skills, Can do attitude, Multitasking and Flexibility

Computer Skills:


	Computer Skills:
	MS Word

MS Excel

MS PowerPoint
	MS Outlook

Opera PMS

CID Software Vicas
	Oasis
Micros,
FCS, Trident, Messaging
Red Hat Linux EL4


Experience
Yas Island Rotana hotel Abu Dhabi
2013-Present 

Human Resources Assistant
· Handles and supervises 8 accommodation attendant  and 3 Electrical  Maintenance staff,
· To Ensure that Communication’s System of the colleague accommodation are up to Company’s Standard and smoothly coordinated.
· To draw up Training Plan/ Calendar and Conduct Training in lined with Company’s Standard and Procedures
· Supervised Coach, Motivates, Mentoring and Trained, Retrained Team Members
· Resolve’s Staff Complaints and follows’ up to ensure staff satisfaction
· To draw up reports requires by the Director of Human Resource, Asst.Director of Human Resource and Accommodation Manager.

· Ensures that all Team Members in accommodation staff has complete knowledge and how to handle emergency procedures

· Ensure to follow the Safety instruction, delivered timely manner

· To follow-up with finance Dept to get third party payment.

Yas Island rotana hotel Abu Dhabi                               2011-2013
      Guest Service Centre Agent.
      Senior Call Centre Agent
· Resolve’s Guest Complaints and follows’ up to ensure guest satisfaction
· To assist Reception and Guest Services

· Assist CID in Data entry

· Ensures that all Team Members in call center has complete product knowledge and knows how to handle emergency procedures.

· To draw up all reports of malfunction in the work place to the department head.
Hyatt Regency, Chennai, India

           Feb2010 – Sep 2011

   Guest Service Officer

· Airport services
· To ensure all guest profile are accurately updated

· Handles Restaurant Reservations and entered in Micros System
· To promote Gold passport Loyalty Program
· Up sell Hotel Rooms, Restaurants, tours and travels
· Update Online Reservation and Other Booking Channels
· Jet Airways India Ltd (Anna International Airport Chennai)
     June 2006 to Nov 2008

           Commercial staff (CSA)

· Issuing boarding pass 
· Hotels Booking

· Handling handicap guest 
· Update Online Reservation and Other Booking Channels

· We following the rules and regulations of Bureau of Civil Aviation (BCA) 

· Upon boarding we make sure the baggage tag have security stamp 
· We handover a load sheet to the Captain and get acknowledgement from the Aircraft relief certification upon departure.
· To escorts valuable cargo from the Aircraft to the cargo departments.

Education
Madras University
2002-2005

Bsc, Chemistry
                                  Process Education Centre Singapore
                                    Diploma in Hotel Management                                                    2009-2010
                                  Diploma in Computer Application
                                    Indian Instituted of Management and technology                  2006    

On Job training

· F&B Event coordinator Islamic restaurants Singapore. (18th Aug 2009—17th Feb 2010)

· Environment Health and Food Safety (EHS) Yas island rotana hotel Abu Dhabi. (2012 to 2013)

· Certified in Essential food safety Abu Dhabi food control Authority2013

· Microsoft Excel 2010 version  in Yas island rotana hotel 2014

Employment Highlight

Training Coordinator Environment health and food safety in Yas island rotana hotel 2014
PERSONAL PROFILE
Date of birth


:        05/12/1982
Place of birth


:        Chennai, India
                                                

DECLARATION

I declare that the information and facts stated herein are true and correct I undertake to abide by the conditions of employment specified by the recruiters and uphold the reputation of our institution
