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Career Objective

“To work in an organization that can fully tap the potential in me,by providing an intellectually

Stimulating and nourishing environment and to work for the growth of the company and

Lead it in a successful way.” 


STRENGTHS/ACHIEVEMENTS
· 1 year of experience as Front Office Assistant in Grand Lexis (Malaysia)
· 1 year of experience as Front Office Assistant in Hotel City Palace(Trivandrum)
· 6 months training experience in Hotel Quality Inn Sabari(Chennai)
· Having good knowledge of operating MS Excel & MS Word
· Excellent Communication skills with an outgoing pleasing nature.
· Easy to adopt quick to change.


Education & Credentials  

· Associate Degree

          (Hotel MGMT&tourism)   :  Passed in 2011 from IGNOU
· BPP  
                       :  Passed in 2010 from IGNOU
· SSLC 


  :  Passed in 2006 from Board of Kerala 


Employment Details
· Front Office Assistant – GRAND LEXIS RESORT (Malaysia) from June 2013 to april 2014
Roles and Responsibilities

· Reporting to FO. Duty manager 
· Register guests and assigns rooms. Accommodates special requests whenever possible.
· Thoroughly understand and adheres to proper credit, check- cashing, and cash handling policies and procedures.
· Coordinates room status updates with the housekeeping department by notification housekeeping of all check outs, late checkouts, early chek-ins, special requests, and day use rooms.
· Possesses a working knowledge of the reservations department. Takes same day reservations and future reservations when necessary. Knows cancellation procedures.
· Process guest check-outs
· Front Office Assistant – Hotel City Palace from December 2011 to February 2013
Roles and Responsibilities

· Greet the guest on their arrival.
· Politely confirm the details of guests with confirmed reservation.
· Check the availability of rooms in case of walk ins.
· Notifying housekeeping of all check outs, late check outs, early check ins & special requests.
· Post all the credit charges to the guest folios (bills).


IT Skills
Proficient in customized MS Office Suite, e-mail and internet applications.


Personal Details

Nationality



:
Indian

Date of Birth



:
24th October 1990.

Marital Status



:
Single 

Present Location 


:
UAE
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