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CAREER OBJECTIVE:


I believe that learning is continuous process and practice makes one perfect. Smart work, dedication, positive attitude, good grasping power & capability to explore on my own (provided by proper support and direction) are my tools for success. To obtain a responsible and a challenging position where all my Potential and qualification will be put to valuable application.
WORK EXPERIENCE:

· One Month Industrial Training In JAY PEE RESIDENCY MANOR MUSSOORIE.
JOB EXPERIENCES:

	DURATION
	NAME OF THE COMPANY
	DESIGNATION
	KEY RESPONSIBILIES

	October07-June08
	Shipra Hotel(Ghaziabad) India
	Front Office Assistance
	Handling Guest

	July08-March10
	Country Inn & Suites By Carlson (Jaipur) India
	Front Office Assistance
	Handling Guest & Cashering

	March10-June 2015

	ITC  Rajputana A Luxury Collection Hotel, Jaipur, India
	Sr. Executive Reservations
	Handling Reservation

	June 2015-July 2015
	Radisson Blu Hotel, Greater Noida, India
	Asst. Reservations Manager
	Reservations In charge

	July 2015-Till Date
	Raviz Center Point Hotel, Dubai, U.A.E.
	Duty Manager
	Handling Guest/Staff on Duty


JOB DESCRIPTION in ITC Rajputana A Luxury Collection Hotel, Jaipur, India:-
· Personally and frequently verifies that guests in his operation are receiving the best possible service available.

· Responsible for speedy telephone and message service at all times.

· Maintains an atmosphere of tranquility at the Reservation Department, never giving the impression that there is a problem.

· Project  positive and motivated attitude among his peers and employees at all times
· Advice about the selling status, rates, and benefits of all packages, plans and the various credit policies of the organisation.
· Daily Morning Flash Report.
· Prepare letters of confirmation.
· Understand the hotel's policy on guaranteed reservations and no-shows.
· Same day cancelation and Early Departure Report
· Upcoming groups re-confirmation

· Prepare expected arrival list for front office use.
· Keep records of room availability and guests’ accounts. 
· Monitor advances deposit requirements.
· Process reservations by mail, telephone or central reservation systems referral 
· Handle daily correspondence. Responds to inquiries and makes reservations as needed.
· Some time makes restaurant, transportation, or entertainment reservations for guests.
· Provides and ensures high-quality guest relations. Receives and resolves guest complaints in a manner consistent with company policy. 

· Maintains the desired levels of quality assurance ratings, including guest comment cards.

· Attends meetings and training as requested. Train new staff about the hotel services, policies and WP’s

JOB DESCRIPTION in Raviz Center Point Hotel, Dubai, U.A.E.:-
· Taking handover from the previous shift DM.

· Checks cleanliness of lobby and public areas, lights and as well as front office staff in proper and orderly appearance and behaviour.

· Checks on registration cards of arriving guests and ensures all information should be filled on each cards either by Guest Relation Officers or the guests.

· Checking the high balance report and taking the necessary steps.

· Prepares and checks for VIP’s arrival and in case of group arrival making the rooming list and allocating the rooms accordingly.

· Co-ordinates with all departments concerned in order to maintain Front Office functions properly.

· Handles guest complaints and other related problems.

· Assisting reception, business centre, cashier, concierge, bell boy.

· Answers guests inquires, handles complaints and attend to the needs of the guests.

· Authorizes charges to be made for late departures and/or compliments on them.

· Promotes and maintains good public relations.

· Motivates and maintains good staff relations.

· To responsible for front office operation during the absence of Front Office Manager (HOD).

· To discuss all matters that needed to follow up with the next Shift.

· Approves the working schedule for the front office attendants and submits them to front office manager (HOD).

· Conducts and ensures the neat of appearance of front office attendant as well as correct attitude and behaviour, discusses problems that encountered on this point with front office manager, assistant front office manager and their shift leaders.

· Checking the police report and DTCM report.

· Count on float money.

· Checking the passport control book on daily basis.

· Checking any 3 vacant clean rooms for inspection.

· Looking after reservations in absence of reservation manpower.

· Making amenities voucher.

· Looking after stock inventory on weekly basis.

· Note down any maintenance work 

· Check the volume of music in all outlets & lobby

PROFESSIONAL QUALIFICATION:

· Completed One-Year Diploma in Aviation and Hospitality from a Leading Institute of National Level AHA (Aviation and Hospitality Academy), Dehradun.

· Knowledge of FIDELIO, GALILEO and OPERA PMS Version 5.0
EDUCATIONAL QUALIFICATIONS:-
	YEAR
	DEGREE/

CERTIFICATE
	BOARD/

UNIVERSITY
	NAME OF SCHOOL/COLLEGE
	MAJOR SUBJECTS
	STATUS

	2006
	Intermediate
	U.P. Board
	M.D.S. Inter College Najibabad
	Hindi, English, Math’s, Physics, Chemistry
	  Pass

	2003
	High School
	U.P. Board
	M.D.S. Inter College Najibabad
	Hindi, English, Math’s, Science, S.Science, Art
	  Pass

	2011
	B.Com.
	M.J.P.R.U.
	Sahu Jain College Najibabad
	Accounts, Business Management
	  Pass

	2013
	M.Com.
	M.J.P.R.U.
	Sahu Jain College Najibabad
	Corporate Financial Management, Marketing Research, Income Tax, Consumer Behavior, 
	  Pass


CORE COMPETENCIES/KEY SKILLS:

· Having a professional manner with an emphasis on hospitality and Admin operations.

· Calm, efficient and organized.

· Friendly disposition with clear spoken English.

· Positive mental approach.

· Ability to listen and anticipate.

· Work oriented.

COMPUTER FORTE:

· Proficient in working with Windows XP/Vista, Windows 7.

· Proficient in MS Office (Word, Excel & PowerPoint 2003, 2007 & 2010).
LANGUAGE KNOWN:

· English 

· Hindi

ACTIVITIES:

CO CURRICULAR ACTIVITIES:

· Almanac on Aviation

 OTHER ACTIVITIES:








                       Travelling, Swimming, Guest Interacting, Listening Music and Watching Movies.
HOBBIES AND INTEREST:
· Listening to music

· Watching Cricket
STRENGTHS:

· Punctuality

· Believe in hard work

ADDITIONAL DETAILS


Date of Birth


:
02-07-1988



Nationality



:
Indian

Marital Status


:
Married

Height



:
183 Cm

Weight



:
90 Kg.

Eyesight



:
6/6, 6/6

