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Date of Birth: 


19th July, 1986

Nationality: 



Indian

CAREER OBJECTIVE 

My ambition is to get better exposure to blend my existing skills, knowledge and attitude to shape myself for future and seeking position to utilize my qualification, skill & abilities to facilitate professional growth while being resourceful, innovative and flexible

CAREER ACHIEVEMENTS 

Zip by Spree, Bangalore (part of Royal Orchid Hotels)
from December, 2012 to November, 2014
Working as a Front Office Associate

Duties and Responsibilities:
· Create and confirm reservations.
· Keep records of room availability and guests' accounts in PMS.

· Answer inquiries pertaining to hotel services, guest registration, and travel directions, or make recommendations regarding shopping, dining, or entertainment.

· Greet, register, and assign rooms to guests of hotels

· Coordinate with housekeeping and maintenance or other team members in case of guest request or complaints
· Handling guest complaints and feedback

· Handling room key inventory
· Perform bookkeeping activities, such as balancing accounts and conducting nightly audits.

· Post charges, such those for rooms, food, liquor, or telephone calls, to ledgers manually or by using computers.

· Review accounts and charges with guests during the check out process
· Settlement of bills on guest departure.
· Controlling room status as per arrival and departure in coordination with housekeeping desk.
· Responsible for guests' valuables deposited in hotel safe.
· Being mid market hotel and senior associate, also responsible for reliving the HOD 
Ambrosia Resort, Pune



from June, 2010 to August, 2012

Worked as a Front Office Assistant
Duties and Responsibilities:
· Reserve, register and assign rooms or sale the guestrooms.

· Handling of day to day operations of the Front Desk

· Providing efficient service to the guest during their entire stay.

· Handle all reservation requests, chart & rack.

· Keep room availability status board up-to-date.

· Handling amendment and cancellation of reservation.

ACADEMIC DETAILS
From June 2007 to June 2010
Ambrosia Institute of Hotel Management, Pune 
3 Year B.Sc Degree in Hospitality Studies University of Pune

From June 2003 to June 2006
Allahabad University, Allahabad Utter Pradesh
3 Year B.A. Degree in English & Political Science, Allahabad University

From June 2001 to June 2003
K.V.M. Inter College, Allahabad, Utter Pradesh, India,
U.P. Board exam passed (12th).

From June 2000 to June 2001
S.V.P.  Inter College, Allahabad, Utter Pradesh, India,
U.P. Board exam passed (10th).

KEY SKILLS

· Teamwork and Learning Attitude.

· Hard Labor and do never compromise with the adverse situation.

