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	Career Objective:


Hardworking, responsible and punctual professional seeking for an opportunity to pursue a career where knowledge and skill can be optimally utilized both for the company and for self growth.

	Educational Qualification:


	· Advance Diploma in Hospitality and Tourism Management in school D’ Hospitality in Singapore (2011).

· Diploma in hotel Management in Catering technology in SRM institute of Hotel management (2004-2007).


	Professional Experience


Reputed Company, Chennai, India.

Worked as a senior customer care executive from 25th Agu 2014 to 25th Jan 2015 under the process of Employment verification for (U.S.A) process.
· Making calls 

· Follow up with the company script.

· Disclosure of Criminal Convictions and Prior Discipline

· Reference Checks

· Confirmation of Academic Credentials and Licenses

· Document all call information according to standard operating procedures

· Complete call logs

E-Noah I solution Chennai, India.

             Working as the customer care executive from 6th Dec 2013 to July 2014 under the process of Medical health care for (U.S.A) process.

· Answer calls and respond to emails
· Follow up customer calls where necessary

· Document all call information according to standard operating procedures

· Ability to actively listen, question appropriately, provided feedback, and use the skills outlined later in this course to build customer relationships.

· Complete call logs.

· Produce call reports.
Hotel Janakiranman Inn, Pondicherry, India.
	PERIOD: 15TH DEC 2009 to 05TH MAY 2010

DESIGNATION: Training Captain.

ROLES AND RESPONSIBILITIE:-


· Flexible and extended job duties to carry out any other reasonable duties and responsibilities as assigned by the Restaurant Manager if required, meeting business demands and guest services needs.

· In charge of the staff of waiters and waitresses.

· Responsible for assigning seating.

· Assisted in the building of an efficient team of employees by taking an active involvement in their welfare, safety, training and development.

· Prepare checks that itemize and total meal costs and sales taxes.
The Pondicherry Executive Inn, Pondicherry, India.
	PERIOD: 16th FEB 2009 to 19th NOV 2009

DESIGNATION: Training Captain.

ROLES AND RESPONSIBILITIES:




· Assisted clients in menu decisions.

· Provided consistent prompt, friendly service.

· Track record of successful client retention by serving methods.

· Assisted Manager in closing restaurant.

· Maintained cleanliness in dining area.

· Attended monthly staff meetings and training sessions.

· Handled two sections of restaurant with punctual, friendly service for new and 
current customers.
The Promenade, Pondicherry, India.
	PERIOD: 20th APRIL 2007 to 25th NOV 2008

DESIGNATION: Senior Steward.

ROLES AND RESPONSIBILITIES:




· Took orders, served food, and cleared tables.

· Turn around restaurant (wiped tables, vacuumed floor).

· Prepared restaurant for next shifts (filled condiments, rolled silverware, etc.).

· Cleaned wait station (wiped counter, cleaned soda/coffee/juice machines).

· Assisted in washing dishes as needed.

· Helped cooks with storage of good deliveries.

· Served customers and work with other staff in friendly/ courteous/ helpful/        professional manner.

· Escorted customers to their tables.

· Informed customers of daily specials.

· Presented menus to patrons and answered questions about menu items, made recommendations upon request.

	Key strengths:


· Hardworking person having an urge to learn new thinks.

· Self motivated person.

· Ability to learn and adapt to new atmosphere, teamwork and commitment.
	Personal Information:



Date of birth


: 22-July-1987


Marital status


: Unmarried

Language know                               : English, Tamil and Telugu

	Declaration:


I declare that the information and facts stated herein are true and correct to the best of my knowledge and belief. I undertake to abide by the conditions of employment specified by the recruiter.

Place:









Yours Sincerely

Date:










