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Personal Information 

Birth Date     : 12 January 1987 (Age: 28) 

Gender          : Female 

Nationality     : India 

Visa Stat s     : Residency Visa (Non-Transferable) 

Religion         : Hindu
Experience

POURHOMME, FAIRMONT DUBAI

Dubai, United Arab Emirates

Admin/HR  March 2015 – Present

OCEANIC KHORFAKKAN RESORT & SPA

Sharjah, United Arab Emirates 

Front Office February 2014 - October 2014

CROWNE PLAZA RESORT & SPA

Salalah, Oman

Front Office  March 2013 - January 2014

MACAIR FLIGHT SUPPORT

Erbil, Iraq

Airlines/Aviation  April 2012 - February 2013

ERBIL ROTANA

Erbil, Iraq

Front Office   Hospitality/Tourism/Travel  January 2011 - April 2012

GRAND NIRVANA LAKE RESORT 

Alleppey, India

Sales  April 2008 - April 2010
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Target Job 

Target Job Title           : Admin/Guest relation/Coordinator/HR 

Target Job Location    : UAE 

Career Objective         : To work efficiently and effectively as well as grow with a prestigious organization So as to achieve self realization and accomplishment of organizational goals. 

Employment Status     : Full time 

Target Monthly Salary : USD 1,500 or above

Career Level                : Management 

Notice Period               : Immediately 

Last Monthly Salary     : USD 1,300
Education 

Bachelor's degree , TAXATION AND FINANCIAL ACCOUNTING at SA COLLEGE
Location: India   Completion Date : April 2008

Post Graduate Diploma , Computer Application
Location: India   Completion Date : April 2007

Diploma , HOTELIERING & CATERING at AIMS
Location: India  Completion Date : August 2007 

TECHNICAL KNOWLEDGE/ SKILLS

BILLING OPERA 4 & OPERA 5 

C++ 

CASHIER 

FRONT OFFICE 

IDS 

MICROSOFT OFFICE 

ORACLE DBA 

Languages 

Malayalam
: Expert 

Hindi     
: Expert  

Spanish
: Beginner 

English
              : Expert   

Ex Coordinator/HR

ADMIN COORDINATOR 
HUMAN RESOURCES 
VISA PROCESSING 
RECRUITMENT 
STAFF DATA RECORDING 
POLICY IMPLEMENTATION 

SHIFT LEADER FRONT DESK

Checks in guest in an efficient and friendly manner, using guest name whenever possible. Assures that guest is assigned type of room requested and the correct rate is charged. Arranges for luggage to be delivered to guest room. Issues correct keys to the guest. 
• Checks out guest at end of stay. Ascertains guest satisfaction, collects keys, posts late charges and presents bill to guest. Settles bill accurately through credit card or cash transaction. 
• Maintains a balanced bank assigned by the hotel. Makes change, cashes checks, exchanges foreign currency. Reconciles all transactions at the close of each shift. 
• Handles all guest interactions with the highest level of hospitality and professionalism, accommodating special requests whenever possible; resolves customer complaints; assists customers in all inquiries in connection with hotel services, hours of operations, key hotel personnel, in-house events, directions, etc. Responds to all guest requests in an accurate and timely manner. Interaction with guest will be in person and by phone. 
• Utilizes a Fidelio OPERA systems to check guests in and out, run daily reports and select and block rooms for arriving guests. 
• Works harmoniously and professionally with co-workers and supervisors. 
• Accepts reservations, changes and cancellations in the absence of Reservations Department Staff. Can answer guest calls and direct them appropriately in the absence of a Communications Operator 

FRONT DESK AGENT

Welcomes guest by greeting, answering questions, responding to requests. 
Registers guest by obtaining or conﬁrming room requirements, verifying pre-registration, 
assigning room, obtaining information and signatures, issuing guest room keys. 
Establishes credit by verifying credit cards or obtaining cash. 
Directs guest to room by showing location on map. 
Conveys information to guest by receiving and transmitting messages, mail, facsimiles, 
packages, etc. 
Provides concierge duties to guest by answering inquiries regarding hotel and other 
services guest may require, such as entertainment, business, shopping, and travel. 
Maintains records by entering room and guest account data. 
Collects revenue by entering services and charges, computing bill, obtaining payment. 
Makes hotel and other reservations by entering or telephoning requirements, checking 
availability, conﬁrming requirements. 
Secures guest’s valuables by processing lost and found. 
Contributes to team effort by accomplishing related results as needed. 

FLIGHT SUPPORT ASSOCIATIVE

· Carrying out pre-flight duties, including checking the safety equipment and security checks, ensuring the aircraft is clean and tidy, ensuring that information in the seat pockets is up to date and that all meals, drinks and stock are on board.

· Welcoming VIP on board and directing them to their seats.

· Checking all seat belts and galleys are secure prior to take-off.

· Making announcements on behalf of the pilot and answering questions during the flight.

· Serving meals and refreshments.

· Reassuring passengers and ensuring that they follow safety procedures correctly in emergency situation.

· Giving first aid where necessary.

· Ensuring passengers disembark safely at the end of a flight and checking that there is no luggage left in the overhead lockers and no stowaways or suspicious items board. 

• At Ramp all aircraft will be met immediately and marshaled to parking using the appropriate wand and proper ramp marshalling. 
• Follow up of carpet placement at the exit point of the aircraft prior to the VIP/CIP and crew deplaning. 
• Communicate with the ground service unit for towing an aircraft or further services like GPU, Fueling etc 
• Escort the disembarking passengers on arriving aircraft to the terminal or directly to their ground transportation. 
• Baggage Handling:Up on arrival will be assisted with the consistent level if service regarding the handling of their baggage for both crews and passenger 
• Electric Golf Carts: Operation of Electric Golf Carts at time conveniently for the customer use with reference of safety and security standards 
• Follow up on service like, Cabin Cleaning, Assist crew with catering and hotel accommodation and transport and confirm their total trip 
• Generate and obtain the arrival and departure invoices 
• Make database of crew collecting information from the pilot. 
• Escort the crews through the emigration and assist them in providing transportation until the aircraft and also coordinate with VIP/CIP lounge regarding the status of the customer/patient etc. 
• Get confirmed about the crew members and passengers and authorize it release to aircraft prior to departure. 
• Operation of Ground to Ground Radios: Generally Handheld radios are used to transmit information about customer service requests, fuel orders, and operational issues 

Team Leader Guest Service

• Maintains effective communication with all related departments to ensure a smooth service delivery. 
• Extends personal service and attention to all guests, with particular emphasis to Club Rotana and VIP Guests. 
• Maintains a good working relationship with Guest Relations Manager and Lobby Hostesses. 
• Ensures that the guest is allocated the accommodation he/she is expecting and that Reception is aware of any necessary requirements. 
• Maintains an up to date knowledge of the hotel and local services, supplies information and responds to guest queries. 
• Maintains awareness of guest profiles through the Fidelio guest profile system. 
• Deals promptly, efficiently and pleasantly with any queries. 
• Daily printing, reviewing actioning reports. 
• Blocks rooms and communicates with F&B for treatments for rooms following the standard procedure. 
• Ensures groups are met and checked-in with welcome drinks and hand towers, etc. 
• Compiles and sends to the limousine company a list of all guests to be taken to the hotel, copying to relevant departments/sections. 
• Maintains awareness of competitors’ rates and occupancy levels. 
• Promotes inter-hotel sales and in-house facilities. 
• Establishes, promotes and maintains good public relations and enhance sales for the hotel at every opportunity. 
• Passes sales leads to the Sales Department. 
• Maintains regular and effective liaison between Front Office and other departments with particular emphasis on Housekeeping. 
•  promote efficiency, confidence, courtesy and an extremely high standard of social skills. 
•  generally promote and ensure good inter-departmental relations. 
•  display a pleasant manner and positive attitude at all times and to promote a good company image to guests and colleagues. 
•  demonstrate pride in the workplace and personal appearance at all times when representing the hotel thus identifying a high level of commitment. 
• report any equipment failures/problems to the Maintenance Department. 
•  pass any maintenance requests to the Maintenance Department. 
• participate in any Training/Developments schemes as recommended by senior management. 
• assist the Duty Manager in any task outlined/detailed by him/her. 

Trainee / RCI Executive

• Industrial exposure training in all relevant departments. 
• Got exposed of the hospitality industry with experiencing into all departments such as Housekeeping, production &Front office departments. 
• Promoted as an RCI staff &Details of the work of this statutory body in training and setting standards across the country. 
• Time share industry with direct client dealing and thus expose of them With the RCI Points as they can stay in over 3000 locations worldwide! Buy membership points on the resale market and can save thousand on their holidays. 


Declaration

I affirm that the above given details are true to the best of my knowledge .I also fully understand that if at any stage , it is discovered that any attempt has been made to willfully conceal or misrepresent any fact ,my candidature may be summarily rejected 
