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Expected  Position: Administrator, Receptionist, Guest Service Agent/Reception, Front Office Manager, Night Manager, Night Auditor 
Objective:
            Career oriented with a consistent  record of exceeding standards and expectation of the  company  need.5th years  experience, specialized  in  the  Administration and  Receptionist,front  office, Reservation  and  accounting  Department,  approaching  consumers  and  handling  all  Front  Office  Functions  with  a  unique  combination  of analytical and practical  abilities  to  provide  the  acclaimed service in  the Hospitality Industries.Seeking a challenging  career in which I can utilize my  experience and  abilities in order to help the company growth.
Experience: 
· Worked Administrator and Receptionist  in Al Mamlakah Hotel Apartment From Oct 2013 till to date
· Worked As a Mobile   in  Bahrain Technician voice mobile Shope in Bahrain From 8th Sept 2012 to June 2013
· Worked Office Administrator in Mahathma college Kumbala From June 2009 to July 2011
Responsibilities:
Front Office Manager:
· The selected individual will be responsible for insuring 100% satisfaction from the moment a guest arrives at the hotel until they check out.
· The agent’s duties will include greet guests, perform all check-in and check-out functions, disburse room keys and inform guests about hotel facilities/services, fulfilling their requests during their stay, answering telephone inquiries, making  reservations, maintain balance of cash bank, and other duties as assigned.
· Manage and resolve  all guest complaints (and compliments) in a professional and courteous manner.
· Maintain guest accounts: guest checks, master accounts, vouchers, gift certificates,etc.
· Ensure that the front desk and back office is clean and well organized.
· Resolves complaints and inquiries concerning service  and facilities.
· Ability to communicate with public, hotel staff  and management in a professional manner.
· Attend to daily operational requirements of guest recognition program, amenity, program,and standard opening and shift procedures.
· Initiate and monitor shift check lists for proper completion of tasks.
· Provide effective communication to all departments of guest activity.
· Respond to all guest needs and requests in a timely manner.
· Effectively coordinate relocation of guests when necessary.
· Maintain a high level of professional appearance and demeanor of yourself.
Guest Service Agent/Reception:
· Ensure prompt,efficient and courteous reception.
· Record and administer arrivals and departures.
· Ensure the desk in covered at all times.
· Full awareness of  current daily status 'of Hotel.
· Thoroughly conversant with all room types, décor and outlook.
· Communication and recording of complaints.
· Be aware of Daily functions, Event, VIP and Group Arrivals.
· Other administration duties include, devising filing systems for correspondence
· Report customer detail in police system
Night Manager:
· Receive information form G.M by log book and follow up.
· Record and administer arrivals and departures.
· Full awareness of  current daily status of Hotel.
· Be aware of daily Function, Events, VIP and group arrivals.
· Communicated  with the guest  if  they need any kind of service.
· Try to solve the problem with smooth operation.
· Communication and recording of complaints. 
· Strictly follow up guest service (BUS) and security Forces 
· Inspection all of  corridors and out let's.
· If  Guest need any service try to serve.
· During the night operation always keep co-ordinate with all dept.
· Prepare  night report to  G.M.
Night Auditor:
· Record and administer arrivals and departures.
· Full awareness of current daily status of Hotel.
· Communication and recording of complaints.
· Be aware of Daily Function, Events, VIP and Group arrivals.
· Print out arrival/departure report.
· Print out all of transaction report.
· Collect all of transactions Document by shift.
· Follow up all of reservation with buckets.
· Properly follow up the room rate, complimentary, corporate, special discount, package, Groups, airlines, VIP & Top VIP.
· Prepare Balance transaction by transaction.
· If find discrepancy  message send to Income auditor.
· Prepare daily revenue report and make Balance with guest ledger between current Balance.
· Close "End of the day" successfully (exclusive use).
Academic Carrier:

Secondary  School Certificate



Kerala Board.

Higher Secondary  Certificate 


Kerala Board.
            Bachelor of Commerce 



Kannur University.
Training From Al Mamlakah  Hotel:
· Hotel Safety Program.
· Customer Service.
· Telephone standards & Courtesy.
Language Proficiency:

English/Malayalam

Reading & Speaking,         

Arabic



Reading & Speaking,

Hindi/Urdu


Listening & Speaking.
Distinct:
· High standard of integrity.
· Flexibility to cope with different work environment.
· Willingness to accept new responsibilities.
· Self-motivated and self confident with initiative.
· Sincere, honest and enthusiastic.
Key contribution:
     Sensitively handled confidential matters, including Disciplinary proceedings and privileged communion and records.
Personal  Information: 


Date of Birth 

:
27st May 1988


Marital status

:
Single


Religious

:
Islam


Nationality

:
India


Height


:
5'-8"
