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Career Objective:


Seeking a challenging position in focused proactive organization, looking for a career, which will cater to the active utilization of my acquired skills, abilities and knowledge, thereby working towards betterment of the organization and to grow as individual.
Summary
· Possess good organizational and time management skills

· Highly skilled in handling management activities independently

· Punctual and ability to perform tasks independently

· Good coordination and relationship building skills

· Effective written and verbal communication skills

· Sound knowledge of Front office monitoring

· Good telephone etiquettes and presentation skills

· Skilled in major computer applications related to work like Microsoft Word, Excel, PowerPoint, Outlook and the Internet

· Ability to perform tasks under pressure

Oil & Petroleum Industry Work Experience:


Organization: Abu Dhabi National Hotels (Schlumberger)
Designation: Facility In-Charge/Camp Boss/Transport Coordinator
Duration: June 07th, 2012 till date.
· Manages and coordinates maintenance and repairs on camp facilities including plumbing, painting, carpentry, cleaning, and electrical duties
· Assumes responsibility for daily inspection of the facility
· Assumes responsibility for weekly room tracking summary, financial records and other required reports
· Responsible for laundry and to maintain the records
· Checking and recording of all food received and the number of meals  served
· Supervises, supports, and assists staff
· Coordinate with Housekeeping to ensure and  inventories housekeeping stock to ensure adequate supplies
· Responsible for Transportation of the staff, making e-journey for the trips, ensure drivers are performing all of their necessary tasks and responsibilities 

Cruise Work Experience:


Organization: Star Cruises

Designation: Front Desk Executive.

Duration: October 13th, 2010 to July 2011.

· Check-in and Check-out of embarking and disembarking guests.
· Ensuring knowledge of staff movement inside and outside the ship

· General administrative support, preparing letters and documents

· Dealing with all enquires in a professional manner, in person, on phone, on the telephone or via e-mail

· Fulfilling all reasonable requests from guest to ensure their comfort, satisfaction and safety

· Provide reports to managers 
· Communicating with other departments on board
Hotel Work Experience:


Organization: Water Front Shaw

Designation: Front Office Executive

Duration:3rd July, 2009 to 6th July, 2010.
· Responsible for managing incoming and outgoing calls

· Handles the tasks of attending visitors and organizing meetings

· Responsible for receiving couriers and dispatching couriers

· Performs the tasks of maintaining administrative records of the organization

· Handles the responsibilities of booking air, train and bus tickets as well as hotels

· Performs other administrative tasks as required
Organization: Golden Swan Country Club
Designation: Front Office Assistant
Duration:
29th April,2008 to 5th May,2009.
· Handles and manages all customer relation activities

· Attends incoming and outgoing phone calls

· Welcomes and greets guest and customers entering and leaving the hotel premises

· Arranges halls for meetings and seminars

· Attends and solves issues related with service and other general questions or concerns

· Maintains proper record of all administrative tasks on a weekly basis
Qualification:

	Year of Passing
	Qualification
	University and College
	Grade

	2008
	Hotel Mgt
	Itm – 

Mumbai University
	2nd Class

	2004
	H.S.C
	Abhinav Vidyalay – 

Mumbai University
	1st Class

	2002
	S.S.C
	CPV -

Mumbai University
	2nd Class


STCW Courses:
· Elementary First Aid (EFA)
· Personal Safety & Social Responsibility (PSSR)
· Personal Survival Techniques (PST)
· Fire Prevention & Fire Fighting (FPFF)
Personal Details:

Date of Birth


25th july 1986.

Gender



Male

Nationality



Indian

Hobbies



Playing Cricket

Languages



English, Hindi, Marathi

Strength


Dedicated, Quick Grasping, Systematic and Organized, Result Oriented & Honest. 

