PROFESSIONAL OPERATIONS
· Over 10 years accomplished experience and imminently suited for challenging senior leadership in the domain of operations and general management in the hotel industry. 
CORE COMPETENCIES
· Hard working, punctual, disciplined, responsible and respectful person. 

· Maintaining a very pleasant, neat, professional image and having a cordial and professional attitude with the guests, executives and staff of the hotel. 

· Clear, concise and crisp communications skills. 

· Competent in problem solving, analysis and co-ordination. 

· Excellent man management and ready to work in teams, and ability to take up additional responsibilities with zeal and enthusiasm. 

PROFILE
· Keen planner and strategist with ability to establish and transform hotels to profitable ventures with creative and committed managerial talent with experience in three and four star hotels. 

· Core strengths in contributing strategic inputs, designing policies and programs, structuring promotional campaigns, arranging material inputs and judiciously deploying work force to generate highest work efficiency, 

· Proven strengths in monitoring day to day operations, managing infrastructure, facilities and hygiene to provide congenial and comfortable work ambience. 

· Acknowledged team leader, trainer and motivator with exceptional analytical and problem solving skills. 

· Self driven, result focused and skilled in public relations through effective verbal communications. 

______________________________________________________________________                                                   
EXPERIENCE & PROFESSIONAL DEVELOPMENT
SEVEN SANDS HOTEL APTS,   






    (DUBAI)
Designation:  Front Office Manager 


10th April 2009 – 28th Feb 2014 
Functional Responsibilities:- 

· Supervise the front office staff to ensure optimum occupancy and generate maximum average room rate.  

· Ensuring implementation of standard operating procedures as lay down by the management of the hotel.

· Studying the competitive market to achieve the budgeted target. 

· Monitoring and maintaining records of VIP and regular guests to ensure guest satisfaction. 

· Entrusted to train junior and subordinate staff, assessing training needs, developing training programs and conducting daily briefings. 

· Building a true customer friendly atmosphere by offering personalized services. 

· Assisting the management in personnel related functions such as interviews and appraisals. 

· Reviewing credit limit to keep track of incoming revenue

· To check and maintain log books and make a note of important instructions and action accordingly. 

· To keep a check on DND, skip-out and sleep out guests. 
· Generating manager reports, night audit reports and occupancy comparison reports. 

RAMEE GROUP OF HOTELS 
Designation:  Front Office Executive (Mumbai)
November 2007 – Oct 2008


  Duty Manager (Dubai)
  

November 2005 – Oct 2007
  

Functional Responsibilities: - Front Office Executive 
· Ensuring prompt attention and personal reorganization for the guests.

· Monitoring staff to ensure acknowledgment of repeat guest and VIP receive special attention and care. 

· Checking of guest folios and registration cards of the respective shifts. 

· Assisting front office cashier during check-in, Check-out and group movements. 

· Monitoring guests compliant and keeping the duty manager informed. 
______________________________________________________________________
HOTEL SAHIL PVT LTD

(MUMBAI)
Designation: Front Office Supervisor  


August 2004 – Sep 2005 

Functional Responsibilities:- 

· To read logs and take proper handover from the previous shift person.

· Check all arrivals, departures and pickup/drop

· Attending and resolving guest complaints within immediate effect
· To co-ordinate with other staff and mangers to optimize the service of hotel

· To inform and update front office manger at regular intervals

Al MUNTAZA PLAZA HOTEL    (QATAR)
Designation: Front office Assistant 
    
                September 2002 – July 2004  

Functional Responsibilities:- 

· Check all the cash float

· Making check-ins and check outs.

· To inform and update duty manger at regular intervals

· To close respective shift with all proper hand over and logs.

· To handle in bulk the transit passengers 
EDUCATION
· B.Com from Mumbai University.


(2000) 

· H.S.C from Mumbai Board.


(1997)

· S.S.C from Mumbai Board.



(1995) 
COMPUTER KNOWLEDGE

· Proficient with the use of Micros Fidelio 7.13, IDS, Hotsys, Host,
· Sucessfully Completed Basic Course of MS Office(Word,Excel,Powerpoint). 

· Completed Tally Graduate course of accounting with practical training of maintaining accounts in computers 
PERSONAL DETAILS

Date of Birth


:
20-12-1979

Religion / Caste

:
Islam / Muslim 

Marital Status

:
Married 

Games


:
Football, Cricket, Chess & Carom
Interest


:
Reading, Listening to Music, 

Languages Known

:
English, Arabic, Hindi & Marathi 
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