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ANKIT

ANKIT.271105@2freemail.com 

                                     
Career Objective       
Seeking a position Customer Service Representative with a prestigious organization where I can apply my knowledge of Communication & Management Skills, career development.Intend to build a career with the leading corporate with committed and dedicated people which help me to explore myself fully and apply my potential. To constantly work in a challenging environment and to contribute meaningfully towards organizational and personal growth. To be at a responsible position into an organization and offering an ample opportunity for growth and to serve as an invaluable assest for the organization.

Professional Qualifications:
1. B.SC in Airlines, Tourism and Hospitality Management from Punjab Technical University.
2. Undergone Training in Grooming and Personality Development from Punjab Technical University.
3. Under gone certificate for Thailand Frontliner Programme.
Educational Qualification
· Bachelors degree in (ATHM) from ITFT Institute Chandigarh – 2009-2011

· Passed 12th  (C.B.S.E.) from  G.N.M.P.S (Himachal Pradesh)- 2008-2009

· Passed 10th (C.B.S.E.) from G.N.M.P.S (Himachal Pradesh)-  2006-2007

Xclusive Groups of hotels, Dubai 

RECEPTIONIST/CUSTOMER SERVICE cum OFFICE ASSISTANT

03, Oct 2015 till now.
1. Responsible for preparing reports to the management about the anticipated rooms occupancy, reservations patterns, expected check-in & Check-outs.

2. Responsible along with the personal department for the employment and staff training.

3. Deals with the complaints against staff and other complaints of the guests.
4. Handling transportation schedule for the daily arrivals.
5. Formulating policies  on groups and overbooking levels in consultation with management

6. Receive and answer incoming calls and transfer to appropriate staff member & to the guests rooms.

7.  Assist in making Purchase order and quotations.

8. Making night auditor reports.
· Check-in & check-outs guest who arrive or depart after 2300 hrs.

· Processing the reservations

· Verify daily hotel transactions
· Track room revenues, occupancy % and other hotel operating statistics
· Prepare a daily summary of cash, check, credit card, debit card and other activities that occurred at the front desk.

· Summary and reports the results of operations to front office management.

Metropolitan hotel, Delhi ( India)

RECEPTIONIST/CUSTOMER SERVICE cum OFFICE ASSISTANT

03, Mar 2015 till , 28 Sept 2015
1. Receive and answer incoming calls and transfer to appropriate staff member.

2. Answer and Reply to clients emails and inquiries about the services provided
3.  Assists walk in visitors and clients as well as they come to office.

4. Do clerical works like photocopying, filing, faxing, and scanning.
5.  Responsible for filing of documents, important files/data and other office related documents.
6.  Sorting / Printing out of incoming and outgoing mails / faxes for future hard copies and for filing.

7.  Responsible for reservation and booking of tickets for the managerial and rank and file employees Performs other related duties assigned
8. Receive orders for stock to maintain inventory.

Duties and Responsibilities:
· Maintain proper storage and security conditions for first aid.

· Enter patient information and check for doctor’s prescriptions. 

· Prepare, package and label prescription medications. 

· Maintain prescription and inventory record keeping system.
Mega Pode Resort, Andaman island (India)
Travel Desk agent

20, Dec 2013 till, 01 Dec 2014
1. Responsible for reservation and booking of inbound tours and hotel reservation.
2. Managing transportation schedule for the guest coming in and also coordinating with the guest on-tours.
3. Replying e-mails with quotations.
4. Updating travel packages to the concerned partners in other cities.
5. Escorted in-bound group tours all over the Andaman island
6. Selling the tours to the walking guest and helping them to plan their stay according to their desire.
TUI PCL Travel, Delhi (India)

Executive (Product Development & Contracting)

1, Apr 2011 till , 30 Nov 2013
1. Responsible for negotiating rates with the suppliers for the Far East countries.
2. Recognizing the best companies to work with and tie up with them through yearly contracts.

3. Making PR with the suppliers in Far East.

4. Proper follow up with the contracts which are going to expire.

5. Updating Tariff sheets to all the branches in india with regular updates.

6. Updating marketing team with the best of itineraries & rates for the online promotions and adverts.
Technical Skills:

 
OS

      :
Window 2000, XP, 98


Utility Software     :
MS Office 2003, Excel 

Strengths:

Desire to work hard, ambitious & punctuality. 

Ability to maintain efficient office work flow & administrative process, Ambitious, enthusiastic, quick learner, effective, optimistic, organized having excellent interpersonal and communication skills, Handled customer inquiries and solved problems, Enthusiastic and cooperative.

Main Strength:

· Never say die attitude.

· A good Listener and a quick learner.

· Good Communication Skills.

I hereby declare that the above-mentioned details furnished by me are true, fair and complete to the best of my knowledge and belief.
