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Damien
Damien.245544@2freemail.com 

Date of Birth:  25th June 1979
Nationality: Indian
Visa Status: Visit Visa
Summary of Objective
 

To gain the position of an office administrator in a prestigious organization where my experience and skills will contribute extensively in handling various administrative tasks

 
Professional strengths: 

· Proven strategic problem solving, planning and critical thinking skills

· Demonstrated leadership, managerial and strong relationship-building skills

· Possess excellent communication skills (MS. Office, Ms. Dos, Windows with good telephonic etiquettes

· Flexible, proactive with good customer service skills 
Educational Summary: 

· MBA, (Human Resources and Operations Management) National Institute of Business Management, Chennai, in 2015

· Diploma In Business Administration, Trade Aid Institute for Self Employment, Delhi (Distance Education Course) in 2010

· PGDCA INFOSOFT Computer, Salem Tamilnadu From March 2001 to Feb 2002

· HSC Nagpur Maharashtra, Passed in 1999 (Private)

· S.S.L.C. Salem Tamilnadu Passed in 1997 (Private)

· Short term Course For Call Center, ICONNECT Salem TamilnaduFrom April 2003 to June 2003(Communication skills, Tele- marketing / Telephone etiquettes, Business Communication and Customer Service)

· Foundation certificate in Food Hygiene, With The Royal Institute Of Public Health in October 2004
Professional Experience:

Organization: Indus International School, Hyderabad Duration: 1st January 2010 to 31st July 2015 Designation: Administration and Human Resource Manager

· Reporting directly to the Principal  and Director of Administration

· Assisting the Director of Administration with parents and students relationships and correspondence, to ensure effective and efficient solution to their concerns

· Assist with coordinating transportation, hotel accommodation and liaison arrangements of visitors / guests

· Preparing proof of residence certificates for campus staff

· Keeping, maintaining & updating.

· Personal Files/records of all employees and students.

· Job responsibilities, increment and renewal of contracts / confirmation letter.

· Residence permit of all expat Employees and students

· Maintain records for attendance, Salary Administration, Stationary indents, disbursement as required

· Assisted the Director administration in organizing all school functions / events.

· Coordinating with the estates manger / housekeeping on all administrative requirements

· Actively participate as a member on various committees in the development of the organization.

· Meet with all departments on a monthly basis to ensure all SIS feedbacks and follow ups completed.

· Responsible for all Quality checks and Internal Audits

· Overseeing the QMS for the school

· Store and inventory Management assisted by In- charge of stores

· Supervise and oversee all  matter related to food service,

· Over in-charge for the school transportation (school buses and cabs)

· Assist the Director Administration with all HR and legal issues

· Assist in conducting personal interviews & performance appraisals.

· Provide weekly/monthly MIS to the corporate HR.

· Insurance for Staff, Student, school transport and estate

· Conducting recruitment & selection activity

· Responsible for supervising staff, including appraising and directing their work as appropriate and providing opportunities for growth and professional development

 

Organization: Greenwood High International School, Bangalore Duration: 31st May 2008 to 31st December 2009 Designation: House Master / Facilities In charge

· Reporting directly to the Principal  

· Responsible for Hostel students (Boys) from Grade 4 till Grade 10

· Establishing a system of daily routines and ensuring that it was implemented so that things moved smoothly in the Hostel.

· Updating and interacting with the students parent on regular basics

· Perform responsibilities of monitoring student academic progress through contact with faculty and meetings with the students and progress report data

· Assist academic administrator in developing and implementing appropriate academic intervention strategies

· Assisted the Principal in organizing all school functions / events.
Organization: TRANSWORKS Aditiya Birla Group, Bangalore
Duration: 18th October 2006 to 28th May 2008 Designation: Associate / SME

· Reporting to the Team Leader and AM

· Responds to customer inquiries by understanding inquiry; reviewing previous inquiries and responses; gathering and researching information; assembling and forwarding information; verifying customer's understanding of information and answer.

· Prepares for customer inquiries by studying products, services, and customer service processes.

· Records customer inquiries by documenting inquiry and response in customers' accounts.

· Improves quality service by recommending improved processes; identifying new product and service applications.

· Had work in a team and perform well as a team.

· As a SME Molding New Agents, guiding and training them before they could get into teams and was able to handle calls on their own.

Organization: Waleed Catering and Services co. LLC, Muscat, Oman Duration: 9th September 2003 to 17th September 2006 Designation: Senior Waiter

· To ensure that the service is at all times performed in a professional manner and to the style as specified by the Restaurant Manager.

· To be fully conversant with every dish served in the Restaurant and to provide explanations as requested.

· To communicate with other Restaurant staff and departments.

· To assist the Restaurant Manager and his Assistants in keeping the morale of the Team up through social and educational events.

· To make sure that Company Policy, the Vision Statement, and Departmental Objectives are followed and utilized at all times.

· To assist with mise-en-plac through distribution of tasks and to ensure the monitoring and completion of tasks is done properly and in time allocated.

· To take responsibility for service in the area of the Restaurant under your responsibility during your shift.

· To assist the Restaurant Manager and his Assistants in the preparation and presentation of training programmes, briefings and SOP’s.

· To report, monitor or handle small disciplinary matters.

· To be aware and promote all services offered in the Hotel.

· To ensure that all guest wishes are met so far as is reasonably possible.

· To ensure that all staff call guests by their correct name and title.

· To assist with the Restaurant administration as allocated at twice monthly Management meetings.

· To welcome, sit and take food orders from guests in the Lounge or Restaurant.

· To ensure that service is at all times performed in a professional manner following standards set.

· To ensure that the billing procedure is thorough, correct and signed at completion of each meal.

· To collate information and feedback while attending all staff briefings before each service.

· To obtain feedback from guests and to use this to improve service and to pass on such to the Restaurant Manager and his Assistants.

· To ensure overall responsibility of the running of your station, private function or room service.

· To assist in preparation, presentation and recording of trainings sessions.
Organization: Hotel LRN Excellency, Salem, India Duration: 01st May 1999 to 30th August 2003
Designation: Front Office Assistant

· Greets, registers, and assigns rooms to guests.

· Issues room key to guest.

· Responsible for proper key control and other security measures.

· Answers telephone in absence of telephone operator.

· Transmits and receives telephone messages and sets up guests’ wake-up calls.

· Answers inquiries pertaining to hotel services, registration of guests, shopping, dining, entertainment, and travel directions.

· Keep records of room availability and guests’ accounts. Operates the front office computer system. Makes photocopies if needed.

· Computes bill, collects payment, and makes change for guests.

· Makes and confirms reservations.

· Posts charges such as room, food, liquor, or telephone, to guest folio.

· Makes restaurant, transportation, or entertainment reservations for guests

· Deposits guests’ valuables in hotel safe or safe deposit box.

· Checks out guests and inquires about their stay.

· Actively builds awareness of the Brand to guests.

· Provides and ensures high-quality guest relations. Receives and resolves guest complaints in a manner consistent with company policy. Makes Manager on Duty aware of any guest complaints.

· Maintains the desired levels of quality assurance ratings, including guest comment cards, accounting audit and inspection scores.

· Confers and cooperates with other departments as needed to ensure coordination of activities.

· Ensures Inn compliance of all company policies and procedures.

· Adheres to all safety procedures and informs management of any unsafe conditions.

· Attends meetings and training as requested.

LANGUAGES KNOWN:

(Read & Write)   : English, Hindi & Marathi

(Spoken): English, Hindi, Tamil, Malayalam

& Arabic (Basic)

 
Sir / Madam

 

                      In signing this, I affirm that the above mentioned statements are all true to the best of my knowledge. And if given an opportunity to serve and prove my capabilities, I would go by the rules and regulations of the organization in discharging my duties to the best of my ability.

         

 

Thanking you,

 

 

Yours faithfully,

 
