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SKILLS 
· Use of Windows,Significant experience of Fidelio,Opera &  reservations system
· The ability to be available to work weekends or public holidays

· Hospitality, Adaptability: coping with the diversity of customers and their need

· Self-sufficiency,Self-control: handling complaints ,Good relationship skills

· Good memory: remembering guests,Taking the initiative
  PERSONAL   ATTRIBUTES
· A positive attitude: a ‘can do’ approach, good work ethic and willingness to learn

· Good personal presentation

· Honesty and integrity

· Reliability

· Timekeeping and personal organisation

· Team working, collaboration and co-operation

· Flexibility

· Commercial awareness and customer focus
  EXPERIENCE
· KERALA  MANAGEMENT STUDIES 

            Administrative &Front Office Assistant (JAN 2006 – OCT2012)..
· HOTEL BLEU HEAVEN 
             Guest Relation Officer (DEC 2012- SEPT2013)
· SMART LULU INTERNATIONAL MOVERS LLC
            Admin & Front Office Assistant (March 2014 – Nov 2014 ) (WORKED ON CONTRACT BASIS)
  EDUCATIONAL QUALIFICATION
	Sr. No.
	   Name of the Examination
	              Year

	1
	Senior Secondary School Leaving Certificate                          
	1997

	2
	Pre Degree                                                                            
	1999

	3
	Degree
	2000-2002(not completed)

	4
	Front office management
	2005

	5
	Human Resource Management (diploma)
	Doing 


   ADDITIONAL CERTIFICATES 
· INTERNATIONAL ENGLISH LANGUAGE TESTING SYSTEM (IELTS 6.0 Band)

· CERTIFICATE IN HOSPITALITY (Golden Wings Institute of Airlines and Hospitality)

· CERTIFICATE IN ENGLISH (VETA 80 hours)

· SOFTWARE’S (MS Word, Excel, PowerPoint ,Internet)
    PERSONAL PROFILE

	Age & Date of Birth
	:
	08-Feb-1981.

	
	
	

	Gender  
	:
	Female.

	Marital status          
	:
	Single.

	Nationality
	:
	Indian.

	Languages Known    
	:
	English, Hindi ,Tamil and Malayalam.


