CURRICULUM VITAE

OBJECTIVE:

Looking to work in an organization having a team of professionals, where my knowledge and experience can be shared and enriched, and one that will appreciate my contributions, reward my efforts, and provide me with an appropriate career growth opportunity.

CAREER OVERVIEW:

10 years experience – almost 1.5 years in Human Resources, 6 years Guest/Customer Service, 4 of which were as a Supervisor in the Middle East (Dubai & Abu Dhabi), as well as a stint in Event Management.

EDUCATIONAL QUALIFICATIONS

PG Level:
Completed PGDEM (Event Management), Dempo College of

Commerce & Economics, Panjim, Goa. (2007)

Degree Level:
B.Com (Bachelor of Commerce)

Dempo
College
of
Commerce
&
Economics,
Panjim,
Goa.

(2003)

School:
Don Bosco Hr. Sec. School, Panjim, Goa. (2000)

ADDITIONAL QUALIFICATION

· CHRMP (Certification in HR Management for Professionals) through American Certification Institute.
· Computer Skills (Opera PMS, GateWay Galaxy, Concept 500, MS–Office)
· Successfully Completed Basic First Aid Training & Fire Fighting Training at Atlantis, the Palm, Dubai.
EXPERIENCE DETAILS

Company:
Marriott International

Hotel:
Goa Marriott Resort & Spa

Position:
HR Executive

Reporting To:
Director Human Resources

Jan 2015 till Sept 2015

· Assist in monitoring employee relations issues including resolution and follow-up. Inform Human Resources management of issues related to employee relations.
· Assist and support management and the leadership team with handling and resolving Human Resources issues.
· Responsible for joining formalities.
· Review and ensure accurate maintenance of all employee records and files (e.g., interview documents).
· Monitor hiring and recruitment processes for compliance with all local, state, and federal laws and company policies and standards.
· Respond to questions, requests, and concerns from employees and management regarding company and Human Resources programs, policies and guidelines.
· Disseminate information to employees related to employer-employee relations, employee activities, and personnel policies and programs.
· Assist in logistics, administration, and scheduling of annual employee surveys.
· Assist management in hiring, training, scheduling, evaluating, counseling, disciplining, and motivating and coaching employees.
· Maintain confidentiality of proprietary information.
· Welcome and acknowledge all guests according to company standards. Speak with others using clear and professional language; answer telephones using appropriate etiquette.
· Develop and maintain positive working relationships with others; support team to reach common goals; listen and respond appropriately to the concerns of other employees.
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Company:
Altisource Business Solutions

Position: HR Specialist – Employee Engagement Reporting To: Manager Human Resources – Employee Engagement

Nov 2013 till May 2014

· Worked in the capacity of an HR Business Partner to the Business Units.
· Increased the on-boarding experience and satisfaction levels of new hires.
· Increased the pull through of trained and certified employees, thus recovering company ROI.
· Main focus on employee retention, grievance handling via direct meets and skip level meets.
· Ensuring all concerns raised to be resolved according to levels of criticality
· Operational Engagement programs including driving engagement interventions with Operations.
Company:
Starwood Hotels & Resorts

Hotel:
St. Regis Saadiyat Island Resort, Abu Dhabi.

Position: Supervisor - Guest Services (Pre-Opening Team) Reporting To: Director of Butler Operations

Nov 2011 till Jan 2013

· Conduct regular performance feedback and review to my team. Evaluate employees, recognition of work well done and perform disciplinary actions when necessary.
· Implemented strategies aimed at cost minimization, productivity maximization without reduction of consistency and Quality Standards.
· Monitor guest questionnaires and GEI (Guest Experience Index) results to identify shortfalls and remedy service issues.
· Ensuring that Butler Service Desk shifts are run efficiently, providing outstanding guest service, assisting Butler Service Desk Agents and maintaining calm, professional environment at all times.
· Responsible for training and supervising the Butler Service Desk Agents.
· Provide a professional, advisory and executive support service to the Director of Butler Services & Butler Services Managers, to assist in meeting the strategic goals of the department.
· Effectively implemented Room Department objectives such as guest service satisfaction targets (GSI), financial targets, revenues and profits.
· Oversees the Butlers Service Desk Center Agents and coordinates high quality and personalized service that butlers provide to each guest.
Company:
Kerzner-Istithmar International

Hotel:
Atlantis the Palm, Dubai.

Position:
Team Leader – Guest Services Call Centre & Dolphin Bay Reservations (Pre-Opening Team)

Managing:
40 Staff (25 GSC Call Centre + 15 GSC Store Room)

Aug 2008 till July 2011.

· Carried out supervisory responsibilities to demonstrate high ethical standards, adhering to standards laid out in the company’s code of ethics with all applicable laws and regulations.
· Ensured that the Dolphin Bay Reservations operates efficiently and effectively within the company’s fiscal and operational guidelines.
· Developing initiatives to build sales, profitability and guest counts. Maintain effective cost controls in support of these initiatives.
· Ensuring that all reservations for guests are controlled, including Time slots, VIP bookings, Guest Requests and suggest methods to maximize resort profits.
· Assisting in all phases of planning, budgeting analysis, and reporting relating to the operation as well as controls account expenditures and obtaining maximum utilization of account resources.
· Ensuring all reports required by support office departments are submitted in a timely and accurate manner.
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· Conducting training to Guest Service team members.
· Worked with OPERA, GALAXY Systems and Office software like spreadsheet, word processor and presentation module, MS Outlook.
EVENT MANAGEMENT:

Duration:
From August 2006 – August 2008.

Events worked on:

Freelanced
with
SATYAKAM
for
the
Team
building
Program
for

“Microsoft” Organized at Cidade–de–Goa in Jan 2008.

Coordinated and executed the “Charity Road Show”, Dec 2007, which was the launch of Event Management Company PlanB.

For IFFI 2007 (Nov’07 – Dec’07). coordinated the Helpdesks and Call centre; Briefed and trained my Sub Ordinates in distribution of the Publications.

COMPANY:
3 Global Services

Position:
Customer Service Advisor

October 2005 – August 2006

COMPANY:
Transworks (Aditya Birla Group) India

Position:
Associate – Voice

May 2003 – October 2005

Specific Skills:

· Eight (8) years experience in Customer Service Environment.
· Strong Pre-Opening Experience.
· Excellent people management skills and Team Player.
· Self-starter, willing to learn, able to work independently.
· Excellent business management/development skills.
· Excellent at planning and organizing and strong negotiation skills.
	PERSONAL PROFILE:
	
	

	Nationality
	:
	Indian

	DATE OF BIRTH
	:
	July 11TH 1982

	MARITAL STATUS
	:
	Single

	LANGUAGES KNOWN
	:
	English, a little French, Hindi & Konkani.

	References: Upon request.
	
	

	Abilities:
	
	


· Ability to work in a challenging environment and under pressure.
· Ability to work with multi-cultural & multi-discipline team.
· Ability to very quickly grasp and adapt to new procedures/assignments.
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