To 

The Human Resource Manager

Post applied for: - Guest Relation Executive
Dear Sir, 

With reference to the above, I hereby request you to kindly provide me an    opportunity to face the interview in your esteemed organization for a suitable position.  

I am in possession of competent qualification and adequate experience with 2 years of experience for the mentioned post, if given an opportunity. 

I feel that this covering letter of mine with the precise resume will serve the        purpose of this resume. 

Thanking you in anticipation. 

[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




Whats app  Mobile:+971504753686

 Gulfjobseeker.com CV No:1566006
E-mail: gulfjobseeker@gmail.com
CURRICULAM VITAE




        

Seeking a position of a Guest Relation Executive wherein my extensive customer service skills will prove beneficial towards the growth of the organization.


	· Self Motivated and dedicated towards work

· Sincere and Honest

· Effective organizational; and time management skills

· Skilled in building good relationship with customers.
· Dispute handling
	· Independent work capability 

· Innovative

· Patience, enthusiastic with excellent administrative skills

· Good communication skills

· Safety compliance
· Front desk management


	
	


 

         COMPANY

: 
ATRIA HOTEL
· I had successfully completed my Industrial Training in Atria hotel Bangalore

· Core departments are Front Office & Housekeeping department.


· Greeting guest during check in & check outs.

· Handling guest complaints 
· Handling telephone calls

· coordinating with other departments

· Checking room occupancy and inform to the concerned department.

 

COMPANY

: 
MERCURE HOTEL, 

Designation

:
GUEST RELATION EXECUTIVE

Duration

:
June  2013 to October 2015


· Worked as GUEST RELATION EXECUTVE in  Mercure Hotel, ensuring customer needs to let them know about the hotel.

· Welcome guests during check-in and giving a found farewell to guest while checkout. 

·  Handling guest complaints and concerns in an efficient and timely manner.
·  Overseeing VIP guests, arrivals and departures. 
·  Coordinating and multi-tasking job duties in a busy environment.
·  Should possess detailed information about the Hotel, city as well as the competition.
·  Detailed information regarding arrivals and room requirements.
·  Have up to date information on daily room occupancy
·  Providing excellent customer service as per hotel standards.
·  Greeting guests as they enter and exit the hotel. 
·  Providing information regarding the Hotel, town attractions, activities etc.
· Check on VIP reservations, complete their pre-registration formalities.
· Allocate rooms to all arriving guests.
· Maintain up-to date information on room rates, current promotions, offers and packages
· Maintain all guest folios in the manner instructed and type out necessary guest likes and dislikes to the appropriate fields on the profile.
·  Co-ordinate with housekeeping for clearing of rooms.
· Collect Guest feedback during guest departure along with his likes and dislikes.
·  Perform basic cashier activities as and when required.
·  Maintain guest lockers for safe custody.
·  Ensure that all check-ins and check-outs are handled smoothly without unnecessary delay or discomfort to any guest.
·  Give proper and complete handover to the next shift

Operating System
:
Windows 98, XP, Vista, Win-2000, 07
Software

:
MS Office.

· Graduation in Bachelors In Hotel Management & Catering Technology from Osmania University.
· Intermediate from Masters Junior College, Karimnagar.
· S.S.C from St. Anthony’s High school, Karimnagar.

Date of Birth      
            :
08-06-1993

Marital Status


:
Unmarried  

Languages Known

:
 English, Hindi, Telugu
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