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PROFILE

· Skillful and dedicated Manger with extensive experience in the coordination, planning and support of daily operational and administrative functions.

· Demonstrated capacity to provide comprehensive support for executive – level staff including scheduling meetings, coordinating travel and effectively managing all essential tasks. 

· Excellent Organizational & Strong Customer Relations Skills.

CAREER SUMMARY

	
	

	18 February 2014 Till 01 September 2014
	Assistant Front Office Manager 

	
	ACACIA PALMS RESORT, Colva Goa.

	Acacia Palms is a boutique resort located Colva Beach in the south of Goa. Untouched by manmade vagaries, its white sand is intersected by a stream coursing through it. A walk down the beach throws up the delights of trinket stalls, the better to indulge in the delights of local crafts and color. The broad sands, aglow at sunset, lend the perfect backdrop to a romantic evening, made irridescent on a moonlit night
Key tasks  :

Manages operation of the Front desk including Cashier. Ensure that procedures are complied with the highest standard of service and guest satisfaction.

Review room availability status, room blockage and special requests on a daily basis through working closely with all concerned Manager and lease on all groups and FIT movements.

Work with Housekeeping and Engineering on daily operations regards to guestroom status.

Handle guest complaints and review compliments

Review Front Desk Logbook daily to monitor all activities

Supervise and train all Front Desk staff to ensure that the best guest experience is provided

Familiarize with Front Office policies and procedures and special rate & programs

Participate morning briefing, or organize afternoon hand-over briefing daily and disseminate information to Reception team as soon as possible.

Greet guests at lobby and assists the Front office during busy period.

Managing Reservations. Sending email on confirmation. Handling different inquires on Room Booking.

Provide control over Room Rates, and implement Rate changes for online portals

Monitors deposit and cash handling procedures.

Maintain statistics on room and reservations, guest arrivals and departures, average occupancy rates. 
Maintain on line inventory for all online portals 

	

	18 May 2010 Till 01st October 2010

01st October 2010 Till 31st January 2014
	Assistant Front Office Manager 

	
	THE HQ Palette Hotels Pvt.Ltd. Goa  India (Member of Pre-Opening Team)

Promoted to Front office Manager on 01/10/10 Currently Working as a Front Office Manager 

	
	

	TH HQ is a four Star Hotel with three in dining restaurants. Located in the heart of Vasco city in Goa THE HQ is ten minutes drive from the national and international airport and a stone throw away from the railway junction and other local transport facilities. Its proximity to the spectacular Mormugao Port, beaches, market and commercial areas make it an ideal option for tourist and business travelers alike. 



	 Key tasks  :

	Manages operation of the Front desk including Cashier. Ensure that procedures are complied with the highest standard of service and guest satisfaction.

Review room availability status, room blockage and special requests on a daily basis through working closely with all concerned Manager and lease on all groups and FIT movements.

Ensure that budget and cost effectiveness at the Front Desk is achieved.

Work with Housekeeping and Engineering on daily operations regards to guestroom status.

Handle guest complaints and review compliments

Review Front Desk Logbook daily to monitor all activities

Review all VIP room blocking

Supervise and train all Front Desk staff to ensure that the best guest experience is provided

Familiarize with Front Office policies and procedures and special rate & programs

Participate morning briefing, or organize afternoon hand-over briefing daily and disseminate information to Reception team as soon as possible.

Greet guests at lobby and assists the Front office during busy period.

Chair monthly Reception meeting to review performance & discuss existing problems for improvement.

Prepare duty Rosters for the Front Office Team, Bell Boys & Hotel Drivers.

Managing Reservations. Sending email on confirmation. Handling different inquires on Room Booking.

Provide control over Room Rates, and implement Rate changes for online portals

Monitors deposit and cash handling procedures.

Maintain statistics on room and reservations, guest arrivals and departures, average occupancy rates. 
Maintain on line inventory for all online portals 

	

	2nd February 2009 

to 9th February 2010
	Hotel Nova Goa Panaji

	
	Front Office Executive 

	
	

	Hotel Nova Goa is a Three Star Hotel which has 75 Room. Located in the heart of Panaji city. The hotel has one in dining restaurant.


	 Key tasks  :

	Handling Check in Checkouts of the Guest.
Handing billing of the Guest.

Handling Night Audit
Handling Guest complaint 

Working in coordination with the House Keeping. 

Organize transport for Arrival and Departure of the Guest.



	19th March 2008
20th December 2008
	High Street Cruses(Casino Royal) Goa India

	
	Front Office Assistant 

	

	Casino Royale Goa, India's largest casino vessel is the hallmark of sophistication and grandeur. Floating on the tranquil Mondovi River in Goa, it is the preferred destination for the urbane and the elegant. It is also India´s largest Live Gaming casino having a vast variety of gaming tables and slot machines. With world class services, entertainment and facilities, Casino Royale Goa is truly the Vegas of the East.

Casino Royale Goa has 5 operational decks with over 12000 sq-ft of gaming area, having 50 gaming tables and 30 slot machines. The food and beverage arrangements managed by the famous China Garden, will please your taste buds at our well appointed restaurant. Casino Royale Goa is the destination for exuberant entertainment as it has live enthralling performances on the rooftop. Since the vessel is anchored in the river, Casino Royale Goa has a private jetty and six swift and comfortable gulf craft feeder boats to ferry you from the main land to the casino, and back, anytime you desire.

Key tasks  :
Handling Telephone Calls 

Handling different inquires that come.

Handle Embarking and Disembarking of the Guest on the Casino Ship.

Handling Cash 

Taking care of the VIP Guests.



	8th June 2006 to 
19th February 2007
	First Food Services LCC Dubai (Burger King)

	
	Crew Member

	

	Key tasks  :   

    As a crew member worked in the kitchen.

    Maintained the process of hygiene in the restaurant.

    Taking Orders on the Phone
19th July 2004 to 
19th July 2005
Alexander Thomson Hotel in Glasgow Scotland
Front Office Assistant
Alexander Thomson Hotel is a Three Star Hotel which has 50 Room. Located in the heart of Glasgow city. The hotel was only bed and Breakfast.
Key tasks  :

Handling Check in Checkouts of the Guest.
Handing billing of the Guest.

Handling Night Audit
Handling Guest complaint 

Working in coordination with the House Keeping. 

Organize transport for Arrival and Departure of the Guest.

20th May 2003 to 
22nd July 2004
Heritage Village Club Goa India

Front Office Assistant
Goa. Open for all seasons. And to whatever you prefer. Go for walks. Relax. Take a cool dip. Enjoy an exotic drink. Relish authentic Goan cuisine. Or just laze around in a hammock all day long.
Heritage Village Club Goa is a beautiful beach front facing resort. Located close to the White sands of the Arrossim Beach and just 20 minutes from Dabolim Airport and 15 Minutes from Margaon Railway Station

This beautiful resort in Goa is India's first all-inclusive boutique resort where you will experience Goa and holiday without a worry. The charming 97 room resort offers a choice of the very best of contemporary accommodation in Goa.

To give you a totally satisfying holiday we have pioneered the "all-inclusive" holiday concept- you pay one comprehensive price for all facilities. You get accommodation, unlimited food, snacks in-between meals, in house beverages and entertainment activities for the whole family.

For exquisite dining in Goa, this beautiful Goa resort offers delicious cuisine (both international and local) to whip your appetite or savor mouth watering seafood and grills cook to your delight. In the evening, laze over a long cocktail with delightful entertainment options. 

Key tasks  :
Handling Telephone Calls

Handling Check in Checkouts of the Guest.
Handing billing of the Guest.

Handling Night Audit
Handling Guest complaint 

Working in coordination with the House Keeping. 

Organize transport for Arrival and Departure of the Guest
    Worked as a Airport Representative 




EDUCATION

	
	Academic 

Diploma in Hotel Management  – IIAS Institute of Hotel Management

Higher Secondary School Vocational Stream – Fr.Agnelo Higher Secondary School



	WORKSHOP / TRAINING ATTENDED

06 Months Industrial  Training at the Heritage Village Club Arrosim Goa India

	PERSONAL INFORMATION

  Date of birth: 11th February 1982

  Nationality: Indian

  Marital Status: Married 



	PERSONALITY TRAITS

· Effective manager of time. 

· High level of interpersonal abilities

· Strong team Player.

· Can perform under stress
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