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OBJECTIVE

· To be a part of professionally managed organization where my skill set aspiration, experience will impart optimum synergy with organization mission for mutually rewarding

SUMMARY

· An enthusiastic Hospitality professional with 4+ years of experience in Front Office Operations 

· Intercultural sensitivity, worked and interacted with International clientele

· Skilful in handling all Front Desk processes – Guest Relations, Reservations, Concierge, Cash
· Adept in MS Office – Word, Excel PowerPoint and Opera PMS
CAREER CHRONOLOGY

	Employer
	Designation
	Duration

	Mercure Gold Hotel, Dubai

an Accor Group (Four Star)
	Front Office Executive
	Sep 2014 - Dec 2014 

	Ivory Grand Hotel, Dubai

(Four Star)
	Front Office Executive
	Sep 2013 - Sep 2014

	IBIS Hotels, India

an Accor Group (Four Star) 
	Front Desk Agent
	Oct 2012 - Sep 2014

	Le Passage To India, India

(Corporate Travels)
	Guest Relations Executive
	Oct 2011 - Sep 2012

	J W Marriott Hotels, India

(Five Star)
	Front Desk Executive
	Oct 2010 - Oct 2011

	Citrus Hotels, India

(Four Star)
	Front Office Executive
	Aug 2009 - Aug 2010


OVERALL RESPONSIBILITIES

· Coordinated and updated various department details regarding ticketing, reservations, inquiries and records

· Responded and attended to different complaints, service issues and other general questions or concerns

· Responsible for managing guest, clients and candidates
· Managed multi-line phone system. 

· Responsible for greeting and directing guest and staff

· Make sure that employees complete their essential tasks before leaving. Assist with any problem in scheduled shifts on the night audit shifts. Maintain and monitor proper front office operational supplies. 

· Maintain hygiene and organization of front desk, back office and front desk closet.

· Responsible for making reservations for guests through Telecom, fax, E-mail, etc. Handling daily check-in and check-out of the guest.

· Handling reservation of the room & all kind of phone call of guest. 

· Handle regular as well as Group Bookings. Following up for the No-Shows, Cancellations of Reservations. Ensure accuracy of rooming list.

· No check-in should be done without advance deposit to avoid any skippers.

· No guest will wait longer than 2 minutes on line at the reception desk.

· Receive payments by all payment methods approved by accounts, adhering to the company Credit Policy at all times

· Provide Currency Exchange service to all in-house guests

· Upsell rooms to optimize revenue and achieved high average room rate

MAJOR ACCOMPLISHMENTS

· Recognized for the excellent Customer Service and received special commendation for outstanding performance

GLOBAL EXPOSURE

· Worked in Dubai and India, managing and interacting with International clientele

AVAILABILITY

· Ready to join in 15 days

· Possess no bond with current employer

· Ready to attend the personal interview

EDUCATION
· Bachelor of Hotel Management and Catering Technology, MSIHMCT, University of Pune, India – 2009

· Diploma in Event Management and Promotions, NSE Mumbai University – 2005

LANGUAGE SKILLS

· Fluent in English, Hindi, Marathi, Punjabi, Konkani 

REFERENCES

· Available upon request
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