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Ambitiously seeking to apply my skills in a challenging environment where my professional experience will be extensively utilized to provide quality service in hospitality industry and to enhance my knowledge for the benefit of the organization I work for and my career growth.

Skills & Abilities
· Excellent knowledge of OPERA 

· Comprehensive knowledge of Accounting and Finance 

· Advance user of Microsoft Office applications (Word, Excel, PowerPoint ,Tally 8.1& Outlook) 

· Broad knowledge of Champegene Software 

· Proficient of English language including Malyalam and Hindi and Tamil
· Good interpersonal and communicational skills 

· Ability to lead and supervise a team 

· Ability to work in diversity and like variety in job 

· Self-control and diplomacy 

· Guest oriented and service minded 

· Sense of ownership and authenticity 
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Managing profitability by enhancing occupancy and controlling expenses 

Work Experience
Sept  2013– to date   : 
Accountant And Administrator
                                  CA PLANTAIN,TRICHY(Group Of Exporters)

                                  In the capacity of an Administrator , wide experience and proven my skills in the following areas
· Managing & supervising all guest service areas of the entire firm 
· Employee conflict & interest management responsibilities 
· Training, coaching & mentoring  Administration  
· Implementing & monitoring service standards to ensure highest quality is maintained 
· Reviewing guest feedback through online & offline channels 
· Complaints handling and performing service recovery procedures 
· Enhancing financial inflows while promoting hotel products & services 
· Leading cost containment efforts within Administration  
· Participating in regular departmental meetings with Director of Operations 
· Reviewing daily Accounts to ensure financial precision of the day 
Sept 2012– Aug 2013:   Front Desk Guest Relation Executive(GRE)

          The Spring Boutique Hotel ,Chennai,Kodambakkam
             In the capacity of a Front Desk GRE, I have gained wide experience and proven my skills in the following areas:
· Performing check-in & check-out procedures 
· Hotel Opening responsibilities including team building, staff training and drafting procedures and principles for daily hotel operations 
· Handling payments, invoicing and cash operations 
· Dealing with guests requests and complaints handling 
· Handling internal and external telephone calls 
· Managing basic accounting procedures 
· Managing rooms allocations with preferences and VIPs guests 
· Monitoring and resolving guest complaints 
· Ensuring consistent quality of customer service according to hotel standards 
· Examining and verifying charges and payment postings for a business day 
· Maintaining the accuracy of City Ledgers and hotel revenues 
· Implementing safety and security standards for guests, staff and hoteL
March 2009– June 2012: Accountant & Office Staff
                        Unicon Engineering Institute ,Trichy
In the capacity of an Accountant ,I have gained wide experience and proven my skills in following areas:
· Preparing  Income & Expenditure, Salary Accounts
· Institute Opening responsibilities including team building, staff training and drafting procedures and principles for daily  Office operations 
· Handling payments, invoicing and cash operations 
· Dealing with Students requests and complaints handling 
· Handling internal and external telephone calls 
· Managing basic accounting procedures 
· Managing Application Procedures
· Monitoring and Auditing Accounts
· Ensuring consistent quality of customer service according to Educational standards 
· Examining and verifying charges and payment postings for a business day 
· Maintaining the accuracy of City Ledgers and Enterprice revenues 
· Implementing safety and security standards for Students
Educational Qualifications
	2010-2012
	:
	Master of Business Administration: HRM (MBA)

	
	
	Integrated (iitm hyderabad)

	2010-2011
	
	Diploma In Aviation & Hospitality

	2007 – 2010
	:
	B.com ( Bachloer of comm)

	
	
	University of Calicut, Kerala, India


Trainings & Certifications
· Worked as a FIELD OFFICER IN GENEREAL INSURANCE COMPANY [GIC] Wayanad ,Sulthanbathery,Kerala
 Worked  as a Counsellor in EDUCATIONAL CONSULTANCEY PART TIME  in kerala.
· Attended PERSONALITY DEVELOPMENT CLASSES and LEADERSHIP CAMPS conducted by Whitecross Educational Trust. 
· Participated in SOFT SKILL development training classes. 

