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PROFESSIONAL SUMMARY
Front Office Supervisor seeking a position to utilize skills and abilities that offer professional growth while being innovative and flexible as well as to be a globally compatible professional through continuous learning, research and contribute to the industry. 

SKILLS
	· Hotel Operations and Management

· Front Desk Experience

· Food and Beverage Services

· Payroll Management

· POS Systems (MICROS)

· Marriott Systems Expert

· MARSHA

· OPERA

· GUESTWARE

· LIVEBOOKINGS

· PMS
	· Team Player and Target Oriented

· Service Oriented

· Courteous and Outstanding Customer Care

· Computer Knowledge




PROFESSIONAL EXPERIENCE

August 2014

Front Office Supervisor  

October 2015
Marriott Marquis City Center Hotel, Doha – Qatar 
Monitoring and Supporting Progress toward Guest Services and At Your Service Goals

· One point of contact for all In-house guests and handling sensitive issues with guests and/or employees with tact, respect, diplomacy and confidentiality.

· Investigating and resolving customer service related problems & complaints in a timely and empathetic manner.
· Manages day-to-day operations, ensuring the quality, standards and meeting the expectations of the customers on a daily basis.

· Develops specific goals and plans to prioritize, organize, and accomplish the work.

· Handles complaints, settling disputes, and resolving grievances and conflicts, or otherwise negotiating with others.

· Participates in department meetings and continually communicates a clear and consistent message regarding the At Your Service goals to produce desired results.
· Supervises staffing levels to ensure that guest service, operational needs and financial objectives are met.

· Trains staff on adherence to all credit policies and procedures to reduce bad debts and rebates.

· Supervises same day selling procedures to maximize room revenue and the property occupancy. Also involves taking Room Service Orders, punching it in the POS (Micros), taking reservations and group bookings for the restaurant outlets in the hotel.
· Understands the impact of Front Desk operations on the overall property financial goals and objectives.
· Reviewing account information and charges with guests during checkout.
Ensuring Exceptional Customer Service 

· Provides services that are above and beyond for customer satisfaction and retention.

· Improves service by communicating and assisting individuals to understand guest needs, providing guidance, feedback, and individual coaching when needed.

· Sets a positive example for guest relations.

· Empowers associates to provide excellent customer service within guidelines.

· Interacts with guests to obtain feedback on product quality and service levels.

Managing Projects and Policies

· Implementing the customer recognition/service program, communicating and ensuring the process.
· Developing departmental objectives, work schedules, budgets and policies.
· Assists in the review of comment cards and guest satisfaction results with associates.

· Ensures associates have the proper supplies and uniforms.

· Assists in the use of a guest information tracking system to ensure that a successful repeat guest recognition program is in use to recognize guest preferences and aid in problem resolution.

Supporting Handling of Human Resource Activities

· Identifying the developmental needs of others and coaching, mentoring, or otherwise helping others to improve their knowledge or skills.

· Providing guidance and direction to subordinates, including setting performance standards and monitoring performance.

· Provides feedback to individuals based on observation of service behaviors.

· Participates in an ongoing associate recognition program.

· Conducts training when appropriate.

· Participates in the associate performance appraisal process.

Additional Responsibilities 

· Provides information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person. Informs and/or updating the executives, the peers and the subordinates on relevant information in a timely manner.
· Analyzes information and evaluating results to choose the best solution and solve problems.
· Understands the functions of the Bell Staff, Switchboard and Concierge/Guest Services operations.

· Complies with loss prevention policies and procedures.

March 2011

Front Office / Sales Service Supervisor 

July 2014  
           Renaissance Doha City Center, Courtyard by Marriott Doha 




City Center, Marriott Executive Apartments Doha – Qatar

(Pre-opening team)
February 2008        Front Office Associate
February 2011
 Renaissance Mumbai Hotel and Convention Center



 Marriott Executive Apartments, Mumbai – India
August 2007

Guest Service Assistant
February 2008      
Casino Group of Hotels, Cochin – India
May 2007
           Collection Agent            
July 2007
           REPCOL India Pvt. Ltd., Bangalore – India 
EDUCATIONAL BACKGROUND
Bachelor of Science – Hospitality and Hotel Administration, 2007
Institute of Hotel Management – Bangalore, India

PROFESSIONAL TRAININGS/WORKSHOPS

ESSM (Essential Skills for Supervisors and Managers)



Renaissance Doha City Center Hotel, Doha - Qatar 

GUESTWARE AND GUESTVOICE Champion in the property
Tool for Quality Assurance and Tracking of the Guest Requests / Complaints
Successful Completion of Research Project on ‘Different Types and Comparison of Extended Stay Apartments’ under the guidance of Mr. Pramod Naick , Senior Lecturer and Placement Coordinator, Institute of Hotel Management, Bangalore, India.
ACHIEVEMENTS
· One of the active members in the pre-opening team of the Tri-pack property – Renaissance Doha City Center Hotel, Courtyard by Marriott & Marriott Executive Apartment.

· Successful Transition of the tri-pack - Renaissance Doha City Center Hotel, Courtyard by Marriott & Marriott Executive Apartments into MARRIOTT MARQUIS CITY CENTER DOHA.
· Major role in merging of the At Your Service Department with the Restaurant Reservations Team.

· Achieved 92% Overall Successful Score in the property Brand Standard Audit 2015.

· Achieved 100% score for the department in the property Brand Standard Audit 2015.
ENTHUSIAMS
Great passion for travelling and photography


 

Enjoys driving
PERSONAL DATA

Date of Birth

:
June 27 1985

Nationality

:
Indian

Marital Status

:
Single


Current Residence
:
Dubai


Height


:
5'9" 


Weight


:
85 kg

Religion


:
Roman Catholic
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