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CAREER OBJECTIVE:
 I seek experience in the International Hotel Industry thereby Obtain a position, with eventual advancement, that will allow me to utilize my extensive knowledge, education, and skills.
JOB SUMMARY:

As a Concierge it is your main function to ensure the delivery of highly personalized service to our guests throughout their stay, welcome, greet, escort guests to their rooms to assist with any enquiries and requests according to our whatever / Whenever, philosophy and to set up guest amenities prior to their arrival to provide information about local features such as shopping, dining, nightlife, and recreational destinations, to make travel arrangements for sightseeing and other tours, to receive, store, and deliver luggage and mail.

SKILLS:

· Able to give all hotel related information in brief.

· Able to handle and resolve Guest/Customer complaints at my level.

· Ability to delegate responsibilities down the lane and ensures the same are carried out.

· Good in English language communication.

· Interpersonal and adapting skills.

· Able to work under pressure.

· Create strong relationship with service supplier as they provide services.

· Expert in creating database of customer.

· Capable of performing well during long working hours.

WORK HISTORY:

· Worked as Bell boy in Hotel Holiday Inn Krishna , Hyderabad from 1996 to 1999.

· Worked as Bell Captain in Hotel Ramada Manohar,  Hyderabad from Nov 1999 to  2000.
· Worked as Bell Captain in Moon Valley Apartments Dubai , from Nov 2004 to Dec 2007.

· Worked as Sr. Bell Man in Jebel Ali Hotel Dubai, from 2007 to 2010.

· Worked as Concierge in Crowne Plaza Yas Island (IHG) Hotel Abu Dhabi, from 2010 to 2014.

DUTIES RESPONSIBILITIES:
· Respond to guest requests for special arrangements transportation, restaurant reservations, by making arrangements respond to special requests from guests with unique needs and follow up to ensure satisfaction. gather, summarize, 

· Provide information to guests about the property and the surrounding area amenities, including special events and activities.

· Answer record, and process all guest calls, messages, requests, questions, 

· Contact appropriate individual departments as necessary to resolve guest call, request, or problem. review shift logs/daily memo books and document pertinent information in logbooks.

· Monitor club lounge for seating availability, service, safety, and well-being of guests, report accidents, injuries, and unsafe work conditions to manager; and complete safety training and certifications.       

· Follow all company policies and procedures, ensure uniform and personal appearance is clean and professional, maintain confidentiality of proprietary information, and protect company assets.

· Welcome and acknowledge all guests according to company standards, anticipate and address guests' service needs, 

· Assist individuals with disabilities, and thank guests with genuine appreciation.

· Speak with others using clear and professional language, 

· Develop and maintain positive working relationships with others, 

· Support team to reach common goals, and listen and respond appropriately to the concerns of other employees. 

Achievements 

· “ Best Employee” Certificate of Appreciation : at Hotel Moon Valley Hotel , Dubai in 21/05/2012

· Certificate of “Making your Mark “ at Hotel Jebel Ali Golf Resort & Spa Hotel, Dubai 

· Abu Dhabi Concierge Group Membership Certificate in 21/05/2012

· Successfully Completed the “ Tourism Information Services Workshop” 

· Successfully Completed the “ Abu Dhabi Culture and Heritage Workshop”

· Successfully Completed the “ Excellent Customer Service Workshop”

· Certificate of Appreciation IHG Leaders Meeting 2012 : Asia Middle East and Africa from 25th to 29th Novemebr-2012 at  Crowne Plaza Abu Dhabi.
· Room to have a Great Star in April 11th to 12th April – 2011 / One Step Head Colleagues workshop in 24/7/2012.
· Certificate of Appreciation “The Harvard Manage Mentor Topic Team Leadership” in 3/27/2014.

EDUCATIONAL QUALIFICATION:
· BA from OSMANIA UNIVERSITY, HYDERABAD, INDIA

PERSONAL DETAILES:
Nationality

 -          Indian

Visa States 

-
Visit Visa
