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Objective: 
To seek a challenging and long-term career oriented employment in a growing and reputed organization that will provide me an opportunity to develop my career and contribute to the growth of the organization. 

Work Experience:
                                                                                                                                           
Front Office supervisor
xclusive hotel apartments(deluxe)
six months works as reservation agent
sep 2014 till Present

Responsibilities:


· Handling guest queries & their request. 

· Responsible for checking guests into and out of the hotel.

· Posts charges to guestrooms, verifies credit cards, balances bank at the end of the shift.

· To assist the reservation department. 

· Answering incoming telephone calls and Providing standard information and directions to guests. 

· Can efficiently handle guest situations and complain resolutions.

· To work as a team player and do the best in the interest of the organization. 

· Send the police reports online to the Dubai police site. 

· Have a good working knowledge of the hotel rates, packages, promotions, discounts and vouchers.

night auditor
ramada amritsar hotel
may 2013 to aug 2014
Responsibilities:
· To generating all night reports creating excel sheets and sending to all concern department.

· To work as a team player and do the best in the interest of the organization. 

· Have a good working knowledge of the hotel rates, packages, promotions, discounts and vouchers.
· Posts charges to guestrooms, verifies credit cards, balances bank at the end of the shift.

· To assist the reservation department. 

THREE MONTHS TRANNING AS A RESERVATION AGENT.
territory business manager  
abbott healthcare pvt. ltd.
aug 2011 to apr 2013
Responsibilities: 
· Meeting with doctors, like Cosmetologists, Dermatologists and Pediatrics.  
· Organizing G talk and Round table meeting of doctors.
· Accessing customer’s needs and recommending and explaining products and services to them.
· Getting the order from dispensing doctors.

· Handling the quarries of the doctors regarding products.
territory business manager  
cipla pharmaceutical pvt. ltd.
jan 2010 to nov 2010
Responsibilities: 
· As given above
Academic Qualification:

H.S.C:

   Amar jyoti sen. Sec school
S.S.C:

   Khalsa college Sen. Sec school
BACHELOR:    B.SC from D.A.V college

DIPLOMA:        PGDCA from Khalsa college
Extra Qualification & Skills:
Certification Courses in Basic Computer Programming,

Advance Computer Course, Advance Electronics Course, COBOL, Dbase 3 &
Data Entry.

Proficient in Ms Words. Ms Excel, Adobe
Personal Information:

Date Of Birth:
29 July, 1988
Nationality:

Indian

Marital Status:
Single

Languages Known:

English, Hindi, Punjabi, Arabic (Basic)

