SHEETAL 

E-mail: sheetal.254736@2freemail.com 
Nationality: Indian    DOB: 22.06.1972

Secretary / Admin / Customer Care Representative/
Corporate & Institutional Sales Manager
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I am a highly motivated, thorough and resourceful employee with a record of several years of successful workmanshipwith leading MNC brands. I have experience in planning, executing and organizing marketing plans, corporate and institutional sales as well as staff training.  In addition I have excellent organizational skills combined with practical experience, expertise and an exceptional ability to be concise, objective and persuasive in both written and oral communication. I am confident to be a valuable addition and asset to your company. 

Education

· Diploma in Hotel Management and catering Technology  from IITA 1993
· Bachelor of Arts in English from Pune University 1993
· Languages spoken: English, Hindi, Marathi, Punjabi, Gujrathi, French
Professional Experience
Position: Asst. Manager Sales 

Employer – Country Club, Dubai UAE



Oct 2015–Till Date
· A dedication to interpersonal communications, Executed organizational skills, and the ability to balance client needs, outside sales calls and business tracking.
· Created and implemented promotions to attract new customers, stimulated repeat business objectives, effectively utilized all sources of industry and competitive intelligence and uncovered business opportunities and market trends for the required segment
· Identified, qualified and solicited new and existing accounts with a business need for lodging and meeting the overall profitability requirements for the hotel. Planned and executed successful sales and marketing plan
· Responsible to achieve the Sales target of the company and execute the plan
· Interaction with customer, identify their requirement, gather the information and provide them offer and make business relationship.
Position: Sales Manager / G.M. - Sales (with a leading builder at Hinjewadi , Pune

Employer – Pune, India       




April 2014 - August 2014

Company description: A leading builder into agricultural plotting of land in Hinjewadi, Pune

· Further to the duties in the prior employment executed the following.
· Arranged and implemented successful sales and marketing plan. Generated and executed promotions. 
· Work in partnership with key sales leaders to merger hotel asset requirements with offered market openings. Prearranged sales promotions, fixed sales goals and organized and executed staff training.

· Generated real estate business. Met H1N1 investors in Dubai 8th July 2014 to 15th August 2014 and NRI’s; promoted investment topurchase land in Pune/India
Position: Manager Corporate Sales 

Employer – Pune, India           




May 2012 - Nov 2013

Company description:  A 5 star hotel in heart of Pune city.

· Build lasting business relationships and identifying new opportunities that grow overall market revenue share. Attended to individual guests and large groups, such as corporates, traveling executives and family reunions during their stay. Employed agreements to allow successful repeat business, to generate sales for the entire company.

· Executed organizational skills, a dedication to interpersonal communications and the ability to balance client needs, outside sales calls and business tracking.
· Identified, qualified and solicited new and existing accounts with a business need for lodging and meeting the overall profitability requirements for the hotel. Planned and executed successful sales and marketing plan. Created and implemented promotions to attract new customers, stimulated repeat business objectives, effectively utilized all sources of industry and competitive intelligence and uncovered business opportunities and market trends for the required segment. 
· Conducted direct sales calls, telemarketing activities, local market blitzes and hotel tours, collaborated with key sales leaders blending hotel property needs with available market opportunities achieving overall top line revenue targets. Planned sales promotions, set sales goals and arranged and held staff training.
· Promoted sells prospective and advised current guests on the hotel's services, such as dining options, swimming pools and exercise rooms, as well as Notifications of room upgrades. Possessed complete knowledge of all of the services offered by the hotel to ensure successful sales.

· Designed and phrased hotel leaflets and brochures.

Position: Training Manager 

Employer - AIHlM, Pune, India 



July 2007 - May2011

Company description: An Educational Institute for Hotel Management

· Conducted and imparted training for Sales, marketing and general grooming for the hospitality industry.

· Design training modules and developed content related to training programs. 

· Delivered training related to sales, event management, F&B Service, Rooms Division, Bar Management Skills, Travel & Tourism, Catering Science, Human Resource Management to 3rd year students of a 3 YrB.Sc- Hospitality Studies course by the Pune University.Further directed particles for exams and arranged and planned celebrations and festivals for Hospitality Studies College
· Carried the responsibility for various seminars held at the institute as well as for garnering new admissions during May-June every year.

Position: Assistant Sales and Marketing Manager

Employer – Holiday Inn, Pune, India   



May 1996 - May2001
Company description: A 5 star Hotel

· Reported to Sales Manager regarding flow of work as per plan, daily business and towards set goals.

· Dealt with guest and corporates for Parties and Conferences.

· Handled sales calls, promotion of Hotels room and others facilities to generate business.

Position: Guest Relation Agent

Employer - Hotel SHERATON, Dubai   



Sep1995 -Dec 1996
Company description: A 5 star luxury hotel in Dubai.

· Ensured smooth running of hotel and coordinated with other departments regarding the guests’ needs
· Assisted guests in the hotel with their personal requirements, to improve the quality of their stay.

· Handled very imminent personalities such as VIP M.F. Hussain. 

· Made guest feel comfortable and took care of guest specific problems, handling them in a professional manner.
Position: Flight attendant

Employer – Damania Airways, India  



July 1993 - May1995
Company description: Domestic Airlines.

· Assisted guests in flight personal requirements during flight.

· Made guest feel comfortable and took care of guest specific problems, handling them in a professional manner.

Systems

· Well Versed with MICE.

·    Some of the programs followed are 

Team hot, Star Choice,Starwood Preferred planner, Starwood Preferred guest program,Meeting Broker, Mystery call, ‘Train The Trainer’ program 

References: available on request


