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Summary
Highly experienced and motivated administration specialist with extensive experience
working in a tertiary office setting. Looking for a stimulating role where I can apply my
enthusiasm, professionalism and thorough approach to support an entire team.
Highlights
Microsoft Word, Excel, Outlook, Enterprise
supervisory skills
Information Portal,Access Control

team building
System,EPABX System,PA System
analytical and problem solving skills
decision making skills
effective verbal and listening
communications skills
Accomplishments
Planned and executed all aspects of a major office headquarter move.Increased office
organization by developing more efficient filing system and staff database
protocols.Developed an innovative preventive maintenance program for components in the
facility.
Oversaw implementation of new phone system which resulted in more cost-effective
service.
Scheduling
Facilitated on boarding of new employees by scheduling training, answering questions
and processing paperwork.
Design/implementation of streamlined work procedures and processes
Introduction of automated tools, programs, and systems to enhance efficiency
Internal and external communications responsibilities
Contributions to improved operations, cost reductions, and overall performance
improvements
Personnel training and development experience, and the success of those Sub
ordinates.
VIP and executive responsibilities and relationships.
Experience
Administration Officer
Apr 2008 to Jan 2015
LIMITED- Chennai, Tamilnadu
Responsible for the day-to-day general administration of the organization, assisting
the Administration Manager and supporting the staff team.
Facilities Management like asset handling, furniture maintenance, carpentry work,
plumbing work, Stationery procurement, catering management,Dispatch
Management etc.
HR functions like Staff joining formalities, registering attendance of newly joined
staff in Biometric machine, Uploading attendance in the portal, Arranging Identity
cards and visiting cards etc.
Handling & leading the team of peoples such as Help desk Executives, Electricians,
Housekeeping workers, Cafeteria & Food management vendors etc.
Ensure planning & execution of all preparation required for Conferences/ meetings

during VIP visits.
Vendor interaction for Quality & Timeliness as well as renewals of AMCs.
Coordinating with contractors for service & maintenance.
Bill processes for vendors & contractors.
Reports on Housekeeping Checklist, Cafeteria Check list and AC temperature check
list, reports related to Planned Preventive Maintenance (PPM).
Preparing various report Daily Activity Report, Monthly Cost Estimation Report,
Incident Report (if any) resolving complaints from associates & employees within a
time limit of 24hrs.
Giving good & pleasant facility for employees of organization and making the work
place pleasant & enjoyable.
Cost cutting management (switching of unnecessary lights, keeping AHU & Chiller off
when not required.
Planning & Monitoring of Maintenance: - on a daily basis with respect to preventive
maintenance and other activities.
Taking care of Staff accommodation & Guest Houses and vehicles at Site.
Six months at Site (Kannur Airport Project) as a Site Administration Officer.
Front Office In charge
Jul 2005 toMar 2008
League Club -Chennai, Tamilnadu
Trains, cross –trains, and retrains all front office personnel.
Participates in the selection of front office personnel.
Schedules the front office staff.
Supervises workload during shifts.
Evaluates the job performance if each front office employee.
Maintains working relationships and communicates with all departments.
Maintains master key control.
Verifies that accurate room status information is maintained and properly
communicated.
Resolves guest problems quickly, efficiently, and courteously.
Updates group information. Maintains, monitors, and prepares group requirements.
Relays information to appropriate personnel.
Reviews and completes credit limit report.
Works within the allocated budget for the front office.
Receives information from the previous shift manger and passes on pertinent details to
the oncoming manager.
Checks cashiers in and out and verifies banks and deposits at the end of each shift.
Enforces all cash-handling, check-cashing, and credit policies.
Conducts regularly scheduled meetings of front office personnel.
Wears the proper uniform at all times. Requires all front office employees to wear
proper uniforms at all times.
Upholds the hotel's commitment to hospitality.
Prepare performance reports related to front office.
Maximize room revenue and occupancy by reviewing status daily. Analyze rate
variance, monitor credit report and maintain close observation of daily house count.
Monitor selling status of house daily. Ie flash report, allowance etc.
Monitor high balance guest and take appropriate action.
Ensure implementation of all hotel policies and house rules.
Operate all aspects of Front Office computer system, including software
maintenance, report generation and analysis, and simple configuration changes.
Prepare revenue and occupancy forecasting.
Ensure logging and delivery of all messages, packages, and mail in a timely and
professional manner.
Ensure that employees are, at all times, attentive, friendly, helpful and courteous to
all guests managers and other employees.
Monitor all V.I.P 's special guests and requests.
Maintain required pars of all front office and stationary supplies.
Review daily front office work and activity reports generated by Night Audit.

Review Front office log book and Guest feedback forms on a daily basis.
Maintain an organized and comprehensive filing system with documentation of
purchases, vouchering, schedules, forecasts, reports and tracking logs.
Perform other duties as requested by management.
Front Office Associate
Jun 2003 to Jun 2005
Hotel Maurya International -Chennai, Tamilnadu
Register guests and assigns rooms. Accommodates special requests whenever possible.
Assists in preregistration and blocking of rooms for reservations.
Thoroughly understand and adheres to proper credit, check- cashing, and cash
handling policies and procedures.
Understands room status and room status tracking.
Knows room locations, types of rooms available, and room rates.
Uses suggestive selling techniques to sell rooms and to promote other services of the
hotel.
Coordinates room status updates with the housekeeping department by notification
housekeeping of all check outs, late checkouts, early check-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.
File room keys ( only for manual room key hotels)
Knows how to use front office equipment.
Process guest check-outs.
Performing cashier related functions like posting charges to guest accounts, raising
paid out's, currency exchange,
Follows procedures for issuing and closing safe deposit boxes used by guests.
Uses proper telephone etiquette.
Uses proper mail, package, and message handling procedures.Courier Mail Register
Reads and initials the pass-on log and bulletin board daily. Is aware of daily activities
and meetings taking place in the hotel.
Attends department meetings.
Reports any unusual occurrences or requests to the manager or assistant manager.
Knows all safety and emergency procedures, Is aware of accident prevention policies.
Maintains the cleanliness and neatness of the front desk area.
Understand that business demands sometimes make it necessary to move employees
from their accustomed shift to other shifts.
Education
M.B.A,Human Resource
2011
Chennai University - Chennai, Tamilnadu,India
Bachelor of Arts,Business Administration
2003
New College -Chennai, Tamilnadu,India
High School Diploma,Higher Secondary
2000
Vadapalani Matric Higher Secondary School -Chennai, Tamilnadu,India
Personal Information
Nationality : Indian Date of Birth : 24th June, 1981 Age : 33 Yrs Sex : Male Marital Status :
Married Father's Name : V.M.Moideen Koya (A) Cherian:Passport No : F9333719
Languages
Malayalam, Hindi, English and Tamil
Skills
Facility Management, Ms Office, MS Outlook, Microsoft Word,Material Procurement,Vendor
Management etc

