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	Profile
	A dedicated Front Office member with proven work experience in the area of Hospitality and Customer Service. By possessing a professional image within the Hotel industry, I ensure 100% Guests Satisfaction through a positive attitude. As a team player, I am a highly motivated and responsible individual who has a passion for customer service and who possesses excellent communication, personality, supervision, organizational and computer skills.

	Experience
	07th September 2014 up to date Radisson Royal Hotel Dubai
Night Manager

-Ensure that the Hotel is operated safely at all times

-Be Responsible for evacuation, in case of any emergency, acting as first point of contacts for the guest and emergency services, be accountable for guest safety and comfort
-Adhere to company policy for reporting accidents and incidents

-Manage and monitor activities of all employees in front office department making sure  they adhere to standards of excellence and to the guidelines set in the employee handbook, hotel policies and procedures, coaching, training and correcting where needed
· 15th April 2011-to September 1st 2014 Radisson Blu, Dubai Down Town, Dubai,U.A.E

· Front Office Service Manager

Principal Activities & Responsibilities

· Supervise and coordinate front office’s shift activities to provide the highest standard of service
· Achieves customer satisfaction and rooms revenue goals by supervising front office employees

· Proficient an all front office procedures

· Recommends to Front Office Manager how to improve guest service and efficiency in front office operations

· In the absence of Department heads, takes disciplinary action when required. Follows-up with the applicable Department head.

· Motivates FO team, covers the duty during their absence.

· Liaison between guest and management
· Handle promptly and courteously problems regarding customer room accommodations and rates, and notifies appropriate Department head when needed.
· Handle promptly and courteously all guest comments, complaints, requests or inquires, take action and thorough follow-up
· Greets and escort returning guests and VIP’s to guest rooms upon check-in
· Handle personally walk-outs in fully booked situations.
· Fluent front office technology

· Fully conversant with PMS
· Able to operate and maintain switchboard, telefax, key equipment, credit card machines and update and change when needed.
· Able to operate and maintain any system back-up to the above equipment as required.
· Security, Health, and Safety

· Liaise with security regarding the hotel checks
· Fully conversant with the hotel’s credit policy
· Liaises with security and the housekeeper regarding the lost and found objects

· Tour all areas of the hotel on regular basis to report irregularities to appropriate Department heads

· Fully understand the hotel’s fire , emergency and bomb threats

· Fully awareness about the night shift operation including a very good knowledge about the full night audit.

· Miscellaneous
· Responsible business: Show involvement and interested in environmental and/or social issues by participating in the responsible business hotel and departments activities
· Attend and conduct the meetings, trainings required by the Front Office Manager

· 01st January 2010 till 30th August 2010, Radisson Blu Hotel, Dubai Media City, Dubai

· Front Office Supervisor - 01st January 2010 to date

Principal Activities & Responsibilities
· Assist in scheduling and delegating work to the Front Desk, Bell desk, Valet and Transportation departments.

· Oversee daily operational issues.

· Make recommendations to management regarding development, training and corrective action of team members.

· Remain current on room rates, room availability and emergency procedures.

· Resolve or refers to other Management all guest concerns, complaints or suggestions in a continuous effort to provide superior guest service.

· Assist in the training, development and direction of the Hotel Front Desk, Bell desk, and Valet and Transportation departments.
· Ensure all management directions and guest special requests or needs are properly noted in the Opera property Management System for action by the appropriate hotel department prior to check-in. 

· Prepare all weekly and monthly reports in accordance with required quality standards and established deadlines.
· Attending the morning executive meeting in the absence of FOM or AFOM 


Level of Authority & Restrictions
· Directly supervises front office and guest services teams. 

· Carry out supervisory responsibilities in accordance with the organization's policies and applicable laws.

· Responsibilities include training employees; planning, assigning, and directing work; appraising performance; employees; addressing complaints and resolving problems.

· 14th September 2007 – to date Radisson Blu Hotel, Dubai Media City, Dubai.

Senior Receptionist - 14th September 2007 to 31st December 2009
· Handling all Front Office tasks in a planned manner to ensure a smooth operation at the front desk. 

· Meet guest’s expectations by providing “Yes I can!” Service.

· Manage the Front Office in the absence of the Supervisor and the Night Manager.

· Organize and manage the up-selling incentives for the Front Office team. 

· Organizing training plans for the Front Office team members and conduct the training with the assistance of Front Office Manager and Assistant Front Office Manager  

Bell Boy – 1st January 2007 to 14th September 2007

· Assisting the guest upon arrival with their luggage and escort them to their rooms.

· Assist with airport transportation requests, plus restaurant, golf and tour bookings.

· Ensure that the guest’s luggage, mail, fax and newspapers are delivered to their rooms.

Housekeeping Attendant – 19th April 2006 to 31st December 2006

· Clean guest rooms in accordance with established hotel standards to allow a sufficient quantity of vacant and clean rooms. 

· August 2004 –  February 2006 Golden Sun Resort, Kudawaskaduwa, Kaluthara, Sri Lanka

Receptionist

· Responsible for all Arrivals and Departures of the day, including checking guests into and out of the hotel.



	
	· December 2002 – June 2004 One & Only Royal Mirage, Dubai, UAE

Housekeeping Room Attendant
· Clean guest rooms in accordance with established hotel standards to allow a sufficient quantity of vacant and clean rooms. 

· Service occupied rooms.

Awards & Training Certificates

· Certificate of Host of the Month at Radisson SAS Hotel, June 2007

· Certificate for maximizing revenue through Up-selling, from TSA training service Radisson
SAS, January 2008
· Certificate of Effective Leadership training with a distinction, April 2009

· Certificate for Best Gold Points Loyalty Program Enroller, March – July 2008

· Fire awareness training on 15th November 2002, with a Certificate of Fire Awareness being

awarded by Kandy Municipal Fire Brigade, Sri Lanka

· Certificate of Appreciation towards the successful opening of the Radisson SAS hotel Dubai Media City

· Diploma Yes I can! ( delivering the promise), May 2006

· One & Only Royal Mirage brand Workshop training on  23rd Jul 2005



	Education
	· Successfully completed 2 years of Hotel Management Course in Front Office Operation and Housekeeping at, Ceylon Hotel School & School of Tourism, Sri Lanka (1999-2001) - Grade B

· Successfully completed GCE Ordinary Level Exam in December 1994 and GCE Advanced Level Exam in August 1998, Sri Lanka – Passes with 4 Credits

	Computer Literacy
	· Photoshop, MS Office, Internet and E-mail applications.

· Hotels Operation Systems: 

· OPERA PMS Express Version 5 with 3C knowledge.
· Sound knowledge of Microsoft Out look 
· Basic knowledge of IT


	Interests
	· Watching Movies

· Socializing with family and friends

	Languages Proficiency
	· Sinhalese (Mother tongue)

· English (Fluent in writing, reading and speaking)


	Personal Details
	· Date of Birth: 14/09/1978

· Place of Birth: Nawalapitiya, Sri Lanka

· Nationality: Sri Lankan 

· Marital Status: Married
· Height: 163 Cm Weight:70Kg
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