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______________________________________________________________________________________________________________
Front Office Executive/Administrative.Asst/Administrative Officer/Trainee Supervisor/ Floor Incharge  in Hotels or any Organisation
Highly motivated and skilled Graduate in Hotel Management, having1.2 years of Experience [including 2 months of special services for GCC summit at Crowne Plaza Hotel  in Kuwait]seeking a job in Executive position in a challenging environment.  An enthusiastic self-motivated individual specializing in Front office operations and maintain Guest Relations.______________________________________________________________________________________________________________
Areas of Expertisation:
· Front office operations.








· Supervising skills.

· Team work.

· Administrative skills and Computer skills (MS-Word,MS-Excel, MS-Powerpoint)

· English Communication skills (verbal and written)

__________________________________________________________________________________________________________________
Educational Qualification:
· Bachelor of Hotel Management  (2010-2013) – AcharyaNagarjuna University , Telangana, India .  (Specialisation in Front Office Operations).

_____________________________________________________________________________________________________________TechnicalQualifications:
· MS-Word









· MS-Excel






· MS- Power Point









· Type writing Lower (30 w.p.m)







_________________________________________________________________________________________________________________
Professional Achievement:
           Offered special services for GCC summit at Crowne Plaza Hotel  in Kuwait.
1/3

professional Experience:__1.2 Years  (1year India & 2 Months in kuwait):
Front Office Executive:   Ratna Hotel WARANGAL TELANGANA. INDIA.  
(January 2014  to December 2014)

· Greets, registers, and assigns rooms to guests.

· Issues room key to guest.

· Responsible for proper key control and other security measures.

· Answers telephone in absence of telephone operator.

· Transmits and receives telephone messages and sets up guests’ wake-up calls.

· Date stamps, sorts, and racks incoming mail and messages.

· Keep records of room availability and guests’ accounts. Operates the front office computer system. Makes photocopies if needed.

· Computes bill, collects payment, and makes change for guests.

· Checks out guests and inquires about their stay.

· Provides and ensures high-quality guest relations. Receives and resolves guest complaints in a manner consistent with company policy. Makes Manager on Duty aware of any guest complaints.

· Other duties may be assigned based on Organization needs. 

Supervisor:Travel Bureau. (Travel Agency)WARANGAL TELANGANA. INDIA (Part-Time)
· Booking of Air, Train and Bus tickets

· Passport Slots booking online

· Visa Processing  through main Agent

· Maintenance of petty cash

· Maintenance of records of visas, Pass ports booking and Air ticket 

· Maintaining of Foreign exchange

· All bank and cash transactions recording 

· Follow up for receivables 

 Faculty:Avenue Institute of Hotel Management-WARANGAL TELANGANA. INDIA .(April-2013 to October-2013)

· Teaching subjects of Production and Front Office
· Maintaining student Records of Progress and Fee
· Handle parents Queries 
· Maintain Cash book in Excel
· Arranging the Time table for the Faculty

· Collection of Fee and Distribution of Salaries to the Faculty on the Basis of working hours.

DEPARTEMENT PREFERED:

· Front office
· House keeping
PERSONAL DETAILS:

DATE OF BIRTH




:  10TH JUNE, 1993.

RELIGION




:  ISLAM

NATIONALITY




: INDIAN

LANGUAGES WHICH CAN SPEAK,WRITE& READ: 
ENGLISH, HINDI, URDU, TELUGU

MARITAL STATUS



:  SINGLE
DRIVING LICENCE 



:  INDIAN LICENCE

