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I am looking for a greater Opportunity to enhance my skills to the utmost potential and wish to be in organization that provides me innovative challenging work opportunities.

PROFILE

· Hardworking, Motivating and with an in-depth knowledge of people, their characters and what motivates them.

· Customer dealing, Leadership Quality, Problem Solving Capability, excellent communication.

· Excellent command of the English, Hindi and Tamil & Malayalam, Languages.
· Ability to relate to the public in a warm, friendly and professional manner 
· Attention to detail and to handle multiple tasks simultaneously and efficiently
· Computer literacy, hotel systems such win FIDELIO, MICROS,WIN HMS,
· Strong communication and decision-making.
· Ability to work independently, as well as in a team environment
· Flexibility with scheduling 
WORKING EXPERIENCE :
AMBIKA  EMPIRE HOTEL

MARCH   2014 TO   MARCH   2015
CHENNAI,   INDIA
Position: FRONT OFFICE EXECUTIVE –Main responsibilities are:

· Manage and supervise the staff overnight

· Great all Guests at all the time in a friendly and helpful manner, and attempt to learn and use Guest’s names at every opportunity.

· Upon Check in, ensure that the Guest completes his registration card completely and legibly, and that the guest is assigned a room of the Type and the rate indicated on the Reservation.(
· Accommodate Guest’s special requests whenever possible assist in pre-registration and room blocking whenever necessary.(
· Stay up to date on Room Rates, Special Packages, Discounts and how to handle each.(
· In the case of Walk in , the Guest should be sold a room with the Highest Possible room rate.(
· To use the up-selling techniques in order to maximize the Rooms Revenue.(
· Being Knowledgeable of all the Credit cards and cashing Policies, and How to Handle Cash properly and efficiently.(
· Develop Detailed Knowledge of the Rooms Locations, Facilities and Types.(
· Develop Detailed Knowledge of the Hotel’s Key Personnel, service, outlets, and hours of operation for each.(
· Handle the Safe Deposit Boxes according to the Hotel procedures.(
· Prepare and report guests with High Balance to the attention of the Front Office Manager.((
· Be thoroughly aware of the Hotel Reservation System, and cancellation policy.((
· Communicate with all other departments through the proper channels, and through the Communication Forms.((
· Promptly notify the Housekeeping of all check outs, early check in, special requests in the rooms.(
· Develop a working Knowledge of the Reservation Department, Take same day reservations, and be aware of the cancellation procedures.((
· Use proper Telephone manners.((
· Understand and use properly the Mail, Parcel, Message Delivery.((
· Report any unusual occurrence or request to the Manager on Duty or the Front Office Manager.
Read and initial pass on logbook and Front Office Bulletin Board to keep updated and current.((
· About these ads
· Excellent knowledge about the IDS, MICROSOFT OFFICE.
BENZ PARK HOTEL 

MARCH 2013 –  APRIL 2014
CHENNAI 
Position: FRONT OFFICE SUPERVISOR – 

SILVER TIPS  HOTEL

NOVEMBER   2010 TO   FEBRUARY  2013

CHENNAI,   INDIA

Position: FRONT OFFICE EXECUTIVE –Main responsibilities are:

· Manage and supervise the staff overnight

· . Supervises reservations and the allocation of bedrooms with the Executive Housekeeper 

· Monitors the customer accounts and till accounts 

· Applies and ensures the application of the sales strategy to maximise occupancy and average room price 

· Co-ordinates the reception team, organising its work and schedules 

· To monitor the quality of welcome extended to guests 

· To recruit, train and motivate the members of the his or her team 

· To ensure that all hotel standards and procedures are applied 

· To manage daily billing and payments
· Excellent knowledge about the,WIN HMS and MICROSOFT OFFICE.
TRAINING EXPERIENCE
1 . Hotel  SOUTH PARK , TRIVANDRUM   In  RESTAURANT.

2. Hotel  SIENA VILLAGE  MUNNAR in  FRONT OFFICE RECEPTION.

3. Hotel  ACCORD METOPOLITIAN in Food & Beverage Services and 

4. THE RESIDENCY  CHENNAI    FOOD PRODUCTION   -CHINESE  KITCHEN 

Position:    TRAINING
QUALIFICATIONS
· BACHELOR OF HOTEL MANAGEMENT  in JAYA COLLEGE CHENNAI achieved  2ND GRADE
· HINDI  PRATHMIC    WRITTEN.
· Diploma  IN COMPUTER APPLIANCES
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