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CAREER OBJECTIVE
To work in an environment that offers me a stable and positive atmosphere and inspires me to enhance and therefore to innovate the work culture for the betterment of all parties concerned.

CURRENT JOB DESCRIPTION
· Assist guest efficiently, courteously and professionally in all Front Office related functions in order to maintain a high standard of service and hospitality at all times

· Assist the team in shift for smooth functioning of all areas in front office

· Prepare Duty-Roster for the team in every week.
· Prepare night reports for Night Manager and assist to run night audit.

· Possess a thorough knowledge of credit and check credit policies and procedures and adhere to them

· Prepare for group – Room allocation, check-in and check-outs.

· Co-ordinate with reservations department; take same day reservations and future reservations when necessary.

· Co-ordinate with Accounts department; correction of errors and rate variances
· Attend department briefing/meetings and conduct briefing in absence of Duty Manager.
· Paymaster management and follow-ups

· Charging no-shows, Advance purchase and update the related reports.

· Check guests’ mails and messages holding for arrival every shift

· Prepare all Front Office reports and distribute to Management via E-mail

EMPLOYMENT HISTORY
· Acting Shift Leader-Front Office-The Meydan Hotel, Dubai(Present Job)
· Guest Services Executive-The Meydan Hotel, Dubai

· Asst. Manager -Sultana Group Event Management, Kerala, India

· Front Office Associate - Taj Gateway Hotel, Kerala, India
· Asst. Manager-Sales (Emerging markets) with Reliance Capital. Ltd. Kerala, India
· Senior Sales Executive-ICICI Bank, Kerala, India
EDUCATIONAL QUALIFICATIONS
· M.Sc. in  Hotel Management, Catering Technology And Tourism (MSCHMCTT)

· M.A. Business Economics

· B.A. Economics

· Higher Secondary School(Commerce)

· Secondary School

ADDITIONAL QUALIFICATIONS
· Well experienced with OPERA, FIDELIO, HOTSOS, M.S. OUTLOOK and POS.
· Office2000 with internet and networking.

· Certificate in Financial Accounting

· NCC ‘C’ certificate.

PERSONAL SKILLS

· Good communicative and interpersonal skill.
· Strong Administrative and managerial Skills,
· Enjoy working directly with customers and public.
· Analytical and problem solving skills.
PERSONAL DETAILS
D.O.B                                                               :   23-05-1984
NATIONALITY



                  :   Indian
 SEX                                                                  :   Male
 MARITAL STATUS                                      :   Married
 LANGUAGES KNOWN                                :   English, Hindi, and Malayalam.
REFERANCES
· Shall be provided on request.
DECLARATION
  I do hereby declare that the above-furnished details are true and correct in full of my knowledge and belief.
Place:   Dubai                                                                                                                                                    

Date:  21/12/2014                                                                           

