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PROFESSIONAL EXPEREINCE

I. Four points by Sheraton (BUR DUBAI)
Reservations Supervisor
Since 05/01/14 till 30/04/15
JOB PROFILE

Insuring quality service and accurate reservations entered by the agents. Delegating tasks, Preparing Duty roster, rate codes, checking IPS reports, inventory control, resolving complaints, No show & cancellations.Updating team members with new promotions, motivating team members and thus ensuring quality business.

THE JOB ENTAILS

· Well versed with OPERA

· Effective implementation & compliance with hotel reservations polices & procedures
· Handling emails, delegating task, daily reports & faxes pertaining to room revenue.
· Assisting reservation manager in uploading the rates, creating new rates codes accurately in the system, closing the inventory, increasing & decreasing rates as per market demand.

· Coordinating within different departments, ex: accounts and reception to fasten & smoothen work process.

· Provide high quality service to customers and maintain the brand standards of the hotel.

· Handling group reservations.

· Maximize room revenue through the conversation of telephone calls into sales by effective up selling techniques.

II. NCR Corporation (National Cash Register) (DUBAI)
Reception and Admin Assistant (Temporary basis)

Since 01/07/13 till 01/09/13
JOB PROFILE

· Answering flow through calls and efficiently directs them to the correct department 

· Greet visitors professionally and ensures that they sign in/out of the log book

· Assist the Accounting and Sales Department re:  photocopying, preparing invoices, filling.
· Monitor  faxes coming into the office and forwarding to recipients.
· Maintain and order general office supplies 

· Register employees for seminars and lunches as directed 

· Arrange for courier for same day pick up 

· Arrange for delivery of lunch/dinner for special meetings 

· Maintain kitchen supplies (cream, sugar, coffee, etc.)  

· Maintain upkeep of reception area (plants, lobby) and kitchen ensuring that both are clean and tidy before leaving at the end of the day
III. Four points by Sheraton (SZR & DT DUBAI)
Reservations Supervisor
Since 01/01/11 till 31/10/12

                  Reservations Agent
                  Since 09/09/09 till 31/12/10
JOB PROFILE

Handling two hotel properties. Insuring quality service and accurate reservations entered by the agents. Delegating tasks, Preparing Duty roster, rate codes, resolving complaints. Updating team members with new promotions, providing training on monthly basis, motivating team members and thus ensuring quality business.

THE JOB ENTAILS

· Well versed with OPERA

· Effective implementation & compliance with hotel reservations polices & procedures

· Handling emails, delegating task, daily reports & faxes pertaining to room revenue..

· Assisting reservation manager in uploading the rates, creating new rates codes accurately in the system.

· Coordinating within different departments, ex: accounts and reception to fasten & smoothen work process.
· Provide high quality service to customers and maintain the brand standards of the hotel.

· Maximize room revenue through the conversation of telephone calls into sales by effective up selling techniques.
ACHIEVEMENTS 

· Appreciation letter received by the General Manager for good review on trip advisor.

· Completed cross training in Group Reservations
II. Future Generali India Insurance Co. Ltd. Borivali Branch

                        Sales Manager (Life / Non Life)
                        April 2008 to Jan 2009.
JOB PROFILE

            Sourcing and Managing a Team of 15 Financial Advisors Taking Sales Meet

Updating the Team Members with present and new products motivating and    solving their business related Issues.
THE JOB ENTAILS

·  Sourcing Life & Non Life Insurance Policies.

·  Interviewing and Recruiting Financial Advisors.  .

·  Excellent customer base resulting in strong business.
·  Having complete knowledge of new product and policies.

·  Motivating team members and accompanying them on sales calls when required.  

III. Total Wealth (Channel Partner for ICICI Home Finance & MetLife     Insurance)
        Business Partner 
        April 2007 till March 2008.
BUSINESS PROFILE
· Sourcing and Managing ICICI Home Loans, Personal Loans, Loan against Property & MetLife Insurance Policies.

· Arranging Training for the employees and achieving business targets.

· Interviewing and recruiting employees.
IV. Deutsche Bank. Fort Branch.
     
         Financial Consultant  Corporate Sales HNI Customers (Salary Account) 
     
         November 2005 to February 2006.

JOB PROFILE

    
Sourcing and managing portfolio of “Deutsche Bank” (D B.Salary Account)

Customers and maintaining good relationship with corporate client thus efficiently generating good business.
THE JOB ENTAILS
· Managing HNI customer portfolio, servicing relationship and cross-selling all products and services.
· Excellent customer base resulting in strong business.

· Efficiently resolving customer queries and maintaining long term relationship with valued customers.

V. ICICI Bank Ltd. Bandra Kurla Complex Branch.

  
 Relationship Officer. Corporate Sales (Salary Accounts)

  
 March 2005 to November 2005.
JOB PROFILE

Sourcing and managing portfolio of “ ICICI Bank” (ICICI Bank Salary Account)

Handling Customers and maintaining good relationship with corporate client thus efficiently generating good business.

THE JOB ENTAILS

· To provide good quality services and account maintenance for corporate customers.
· Managing customer portfolio, servicing relationship and cross-selling all products and services.
· Excellent customer base resulting in strong business.

· Efficiently resolving customer queries and maintaining long term relationship with corporate customers.

· Effectively managing a team of 7 market research executives in order to generate business.
VI. Client Connection (I) Pvt.Ltd.(Citigroup Company),Mumbai.

            Team Leader, Retail Sales (Citibank Suvidha Accounts)

            Jan 2003 to Mar 2005.           

JOB PROFILE     

Sourcing and managing portfolio of “ Citi Suvidha” (Citibank Saving Account)

Customer as a single point of contact between the bank and the clients. Have been efficiently handling personal saving accounts.

THE JOB ENTAILS

· To provide quality services and account maintenance for customers.
· Selling retails banking products and services to customer and prospects.
· Managing customer portfolio, servicing relationship and cross-selling all products and services.
· To carry out cross-selling initiatives with the portfolio client base (All free line revenue products like Family Cards, BTQ (International Activation on ATM cum Debit Cards), Credits Cards.

· Excellent customer base resulting in strong business.

· Completed training courses in making presentation, sales anti money laundering Leadership and customer’s relationship management.

· Participated in business development program to enhance product knowledge

.

ACHIEVEMENTS 

· Awarded as the best Tele Marketing Executive for the month of April 2003.

· Awarded as the best Tele Marketing Executive for the month of September 2003.

· Awarded as the best Team Manager for the month of October 2003.
ACADEMIC QUALIFICATION

DEGREE
SCHOOL/ COLLEGE
PERCENTAGE 
YEARS

T.Y.B.A.

St. Andrews


56%


 March 2001

H.S.C

St. Andrews


68%


 March 1998

S.S.C.

Divine Child


66%


 March 1996

PERSONAL INFORMATION

Date of birth



: 23rd August 1980 
Language Known


: English, Hindi and Marathi.
Interests



: Traveling and listening to music.

