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	Technically focused and guest oriented Front Office professional with over 7 years of hands on experience in front desk operations, cash management and office administration.



Employment Details

	 United Kingdom
Job Title: Senior Passenger Services Assistant
	October 2010 to Feb 2015


Highlights
· Outstanding performance award runner up for October 2013
· Honorable mention award august 2013

· Up seller of the cruise on various occasions

· Created an excel sheet with complex formulas to simplify the debark arrangement preparation

· Comprehensively updated the reception training manual to be more in line with the procedural changes
· Departmental representative for the ships HESS Committee (Health Environment Safety and Security) 

Job Outline
· Billing and cash management for a float with a value of GPB 10,000 including various currencies
· Providing foreign exchange services

· maintaining constant pr with guests and ensure they have an enjoyable vacation
· Achieving departmental revenue through the use of various soft sales techniques
· Planning shifts to ensure the front desk is adequately manned at all times

· Handle complaints by applying the right customer service techniques

· Accurately recording incidents in the ships database for future reference

· Planning and coordinating   special events such as birthday parties and get togethers

· Planning and executing the disembarkation process

· Training new recruits as per the company standards
· Conducting refresher trainings to ensure optimum performance from the team to achieve CSQ targets

· Ensuring 100% compliance towards the ships safety guidelines
	Job Title: Customer Care Executive
	January 2010 to September 2010


Highlights
· Employee of the month for August 2010

· Consistently achieved monthly targets

· Achieved 100% compliance during secret caller exercise

Job Outline

· Handle high volume of telephone calls
· Provide timely and professional responses to customer queries

· Advise borrowers of their responsibilities under their loan contracts and counsel them regarding the budgeting of their payments

· Processes payments, collect past due balances, solicit late charge fees, and educate borrowers on AHMSI’S payment options and the importance of Credit worthiness
· Maintaining full compliance with FDCPA
· Maintain accurate records and documentation
· Portfolio retention through identification and offering solution where appropriate
	Taj Holiday Villlage, Goa

Job Title:  Assistant Manager for Front Office
	June 2007 to November 2009


Highlights
· Successfully completed Hotel Operation Management Training after being selected through campus placements

· Attended extensive training , both theory and on job, in the four core departments and ancillary departments 

· Achieved departmental up sell targets on various occasions

· 100% achievement of the departmental training  targets

· Achieved the set target for CSQ through exceptional customer service

Job Outline

· Staffing and shift management
· Preparing training calendars and ensuring its effectiveness

· Planning team building exercises

· Providing regular feed back to the team member to improve their performance

· accurately recording incidents on the log book

· Allocating rooms as per booking notes and guest preferences

· Maintain regular contact with the guests in order to solicit feedback
· Ensure 100% compliance of the set operational guidelines

· Revenue maximization through up sells, cross sells and adhoc business capture

· Ensuring a smooth check and check out experience for the guests

· Billing and cash management

· Liaising with the group coordinator in case of group booking to ensure an enjoyable stay for the entire group

· Keeping a tab on the departmental to ensure it is well within the budget

	Vaiguinim Valley Resort, Goa

Job Title:  Sales and Marketing Executive
	Feb 2007 to May 2007


Highlights
· Part time job held during final college semester
Job Outline

· Lead generation through cold calling for resort club membership sales
· Lead generation through referrals
· Encouraging loyalty through frequent courtesy calls to existing members
· General office administration when required
Academic Background
· B.Sc. in Hospitality and Tourism management from iASE University, passed in first division in the year 2007
· Pre-university course in commerce from Karnataka board, passed in first division in 2004
· Higher secondary matriculation exam from Karnataka board, passed in first division in 1999

Technical Knowledge

· Proficient in the use of MS Office applications

· Expert in creating complex excel sheets using formulas such as vlookup and format functions

· Used various hotel management software’s such as Fidelio, Core FX and opera

· Technically sound to adapt to new concepts
Core Competencies
· Effective communication

· Attention to detail

· Analytical skills 

· Interpersonal skills

· Problem solving and  decision making ability

Personal Details

	Date of birth:
	20th August 1983

	Nationality:
	Indian

	Languages Known:
	English and Hindi

	Residence status:
	On visit visa
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