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Objective


To seek a challenging position within a reputed organization in the position of  Assistant Front Office Manager/ Office Administratorand apply all my professional expertise, interpersonal and organizational skills, valuable experience to the optimum level, and to facilitate continued career growth.
Work

Summary


· Thorough knowledge of:

1. Front office movements.

2. Reservations handling for groups etc.

3. Coordinating with group leaders regarding the arrival/ departure, flight information, airport transfers, visa details, pre-booked excursions or safaris, meal plans and the entire group itinerary including late check-out and early check-ins.

4. Coordinating with the group leader regarding the group welcomes meal, lunch, dinner and any additional tours.

5. Reservation of hotel rooms according to the booking and according to the agreed meal plan.

6. After receiving a contract for the group the same is to be given to the Manager and once it is approved and signed the same is to be faxed back to the hotel and a copy to be given to the financial controller in order to arrange the pre-payment.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      

7. Providing the House Keeping department the rooming list and updates in order to avoid late check outs.
8. Informing Tour Operators about cancellation and payment policy of the hotel.
9. Conducting staff briefings discussing the occupancy figures, comparative occupancy of other hotels, handling purchase requisitions for the front office department and all general correspondence.
10. Co-ordinating with the telesales and marketing department& the Tour operators, travel agents, corporates and MNC’s to increase occupancy figures and room revenue for the Hotels.
11. In short keeping a good relation with other departments, other hotels, travel agents, tour operators, corporates and all potential clients. 
Professional


Experience


Work Profile:

· Responsible for a team of customer service Agents
· To promote sales & motivate staff to reach targets and up sell 
· To follow up customer complaints & escalations by coordinating with the channel operations team & solve them within the stipulated time frame. 
· To organize monthly meetings & discuss staff targets & achievements with Regional Manager
· To indent for & receive stocks for stores & conduct a stock take during the opening & carry out the closing procedures of the store.
· Awarded the best performance in consumer mobile sales in January & February 2014.
· In short make sure that the store is operating smoothly.

Work Profile:

· In charge of all front office duties.

· Responsible for reservations, check in & out.

· Handling all groups

· Preparing Duty Rosters

· Involved actively in training colleagues associated with customer contact.

· Participated in various company training programmes.

· Handling Transport schedules 

· Preparing Front Office reports as required by management as well as DTCM reports.  

· Thorough knowledge of Packages like Prologic, Opera, Fidelio, MS Word, Excel and Power Point

Work Profile:

· Responsible for a team of a team of telemarketing executives to invite them for presentations of club memberships
· To motivate and brief staff to reach targets and up sell memberships
· To organize monthly meetings and evaluate performance.
· Awarded the Best Telemarketing Executive for the year 2009. Again awarded the best Telemarketing Executive for the month of January 2010.

Work Profile:

· In charge of all administration and office work in finance department

· Updating the diary and appointments of the Regional Director as well as the financial controller.
Handling all incoming calls
· Handling all enquiries of internal as well as external customers.

· Preparing the payment of various municipality taxes, vendors as well as the rent of the apartments of management and staff.

· Conducting the morning briefing in the absence of the Financial Controller.

· Preparing the various expense reports 

· Coordinating with the General Cashier to prepare and disburse the petty cash payment of various departments.  

· Coordinating with the Paymaster so as to prepare the payroll of the entire hotel

· Liaising with various travel agents as well as corporates for business as well as updating the credit facility report

· Maintaining the filing of all important documents as well as cheques received and disbursed in an orderly manner.

· In short assisting the entire department for its smooth functioning.


Work Profile:

· In charge of all front office duties.

· Responsible for reservations, check in & out.

· Handling all groups

· Preparing Duty Rosters

· Involved actively in training colleagues associated with customer contact.

· Participated in various company training programmes.

· Handling Transport schedules 

· Preparing Front Office reports as required by management as well as DTCM reports.  

· Thorough knowledge of Packages like Prologic, Opera, Fidelio, MS Word, Excel and Power Point



Work Profile:

· Carried out meetings and briefings with staff members in order to rectify any fall-backs and to ensure a well-informed Front Office package was delivered for a smooth service and operation to guests and organisation.

· Responsible to Handle all guest complains and solving them to keep a smooth operation throughout the organisation.

· Worked closely with Sales, Front Office and Food & Beverage personnel to provide service standards to guests. Reporting facts & figures to management.

Work Profile:


· As above.
· Re-joined as Lobby Manager in Sea Princess after returning from The Fairmont Dubai.

· Responsible for a team of royal service agents handling all back office systems including:

· Room reservations on packages like Fidelio & Rezview.

· Restaurant & Activity bookings

· Monitoring all incoming and outgoing calls.

· Co-ordinating with all departments within the Hotel like Front Office, Reservations, Fairmont Gold, F & B, Housekeeping and Engineering and Maintenance departments.

· Attended the Management Training Program, which was a 2 years complete training program involving all areas of Front Office, F & B, Main Kitchen, Executive Offices & Sales & Marketing.

· Responsible for all conference & Banquet bookings and to make sure that every enquiry materializes.

· Reporting directly to the F & B Manager and keeping him updated about the status and types of functions, finalizing menus, seating arrangements and taking care of all activities related to the event.


· I initiated my career in the Hospitality Industry as a Hostess in the Belvedere’ Club

I initiated my career in East West Airlines as a Public Relations Officer in the International Airport branch Bombay from Jan 1992 to Dec 1994 and carried out all duties pertaining to passenger service handling, ticket re-confirmations, VIP guest handling, assisting un- accompanied minors, handling excess baggage and co coordinating with the head office regarding passenger itineraries.

Professional

Skills 

· Time Management – Work under tremendous work pressure & meet with dead-lines with ease and efficiency.

· Experienced in Pre-Opening hotels.

· Good personal relations, communication and coordination skills. 

· Training colleagues to have customer contact.
Educational

Qualification
· Passed the Bachelor of Arts Degree with sociology as my major subject, through Bombay University.
· Under gone Teacher’s Training with C Ed. Degree, through Pensacola Christian College in Florida, USA.

· Completed the Hotel Management course from Taj Mahal Hotel India

Languages 

Skills

· Spoken & written fluently: English ,Hindi, fair in Marathi and Arabic

Personal
Date of Birth:

16 12 1969
Details
Nationality:

Indian


Marital status:

Married 

References
Reliable references available upon request.
Visa Status
Residence Visa, Husband's sponsorship.
September 2011to Date 	


	DU   EITC


	Emirates Integrated Telecommunications Co.


	Customer Service In-charge


				





August 2010 to August 2011	


	City Max Hotel ****


	Bur Dubai


	Asst. Front Office Manager


				





May 2008to July 2010 	


	Country Club Hotel****


	Port Rashid Bur Dubai


	Telemarketing Team Leader


				





April2007 to April 2008	


	The Monarch Dubai(H Hotel) *****


(Sheikh Zayed Road)


				   Secretary to the Regional Director of Finance 





December 2004 to March2007	


	Al-Bustan Centre & Residence 


	Deluxe Hotel Apartments****


				   Front Office Supervisor  





December 2003 to Nov 2004


	InterContinental Marine Drive. 


	Bombay *****


Duty Manager 





December 1999 to Nov 2003


	Hotel Sea Princess


	Bombay *****


Lobby Manager 





Dec 2001 till August 2002 	


		The Fairmont 


		 Dubai *****


					 Royal Service Supervisor 





April 1996 to October 1999


	Taj Mahal Hotel 


	Bombay *****


Banquets Assistant Manager





January 1995 to December 1995


	The Oberoi


	Bombay *****


Restaurant Hostess 
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