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CURRICULUM VITAE
SUMMARY

· Date of Birth


:
02 Feb 1987
· Gender 


:
Male

· Languages Known

:
English, Hindi, and Telugu

· Marital Status 


:
Married

· Nationality 


:
Indian
· Current Location                    :            Sharjah

· Current Position                     :            Receptionist Cum Admin & House Keeping Supervisor
· Current Company                   :            Time Square, Business Quarters.
WORK EXPERIENCE 
      
Mar 2013 To 2015               TIME SQUARE                                       Hyderabad-India
                                             Receptionist Cum Admin 
Time Square is on the distinguished three star rated hotels among the hotels in Hyderabad which has stated a unique display of panache with its elegant décor and distinctive style. Time Square, a three star hotel in Hyderabad, offers its customers with a myriad of tastefully designed customizable services and facilities. 
CORE COMPETENCIES
· Effective communication and customer service.

· Familiar with clerical and administrative tasks of handling front desk in hotel

· Ability to work and coordinate in team environment

· Good supervisory and monitoring skills

· Welcomes visitors by greeting them, in person or on the telephone, answering of referring inquires. 

· Proficient in Microsoft applications like Word, Excel, and the internet

· Good typing speed up to (40wpm)

· Directs visitors by maintaining employee and department directories, giving instructions.

· Maintains security by following procedures, monitoring logbook, issuing visitor badges. 

· Maintains telecommunication system by following manufacture’s instructions for house phone and console operation. 

     
Mar 2010 To 2013                BUSINESS QUARTERS                               Hyderabad-India

                                              Housekeeping supervisor
                                               Quality accommodation to employees and guests of corporate   

                                               clients only, hence company take only corporate guests with valid  

                                               ID proof (No walk-in or direct guests).  
CORE COMPETENCIES
· Good supervisory and monitoring skills

· Supervising the daily cleaning of assigned rooms, bathrooms, corridor areas and public areas to the highest standards

· Handles cashier tasks, including taking large cash amounts as well as handles invoices for groups and large parties 

· Ensuring guest laundry is collected, charged and returned to the guest in a speedy and accurate fashion
· Excellent knowledge of guest relations and ability to work under stress
PERSONAL OBJECTIVE:

Dynamic, experienced and skilled hotel field with general interest of working with people in the hotel industry and support manager in handling daily activities in a hotel
EDUCATIONAL QUALIFICATIONS:

· B. Sc (BZC) IInd year from Osmania University.
· Intermediate from Board of Intermediate Education with Bi.Pc .

· SCC from ZPHS High School, Burgupally, Medak.
TECHNICAL QUALIFICATIONS:

· Post Graduate Diploma in Computer Application (PGDCA) from Sai Vignan computer institute.
IT SKILLS

     

Windows & Office Tools
MS World and Excel  - Advanced

Typing Speed – 40wpm
