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CURRICULUM VITAE
JORDIN 
________________________________________________________________________             _____
CAREER OBJECTIVE:-  








I am seeking to join an organization where my knowledge and skills will add value and also to enhance self-growth which contributes to the growth and development of an organization.
WORK EXPERIENCE:-

Working  in Abu Dhabi - United Arab Emirates from June, 2015 to till date
Responsibilities with NATIONAL CATERING COMPANY as Admin Clerk – SENIOR RECEPTIONIST
· Attending phone calls and maintaining records in excel.

· Welcoming customers and allotting room accommodation & manage the registration process.
· Handle guest check-ins and check-outs appropriately with Accommodation module.
· Submission of all daily work reports to different departments via e-mails.

· Extraction and presentation of data from reporting tool software CMMS.
· Providing all Blocks detailed reports to project operation manager & auditor.

· Preparing duty roaster & pay-rolls through I-Pay Software.

· Monthly reports ( Religion wise statistic report & Occupancy revenue report )
· Manage accurate accounting of all rooms.

· Provide guests with room keys and call for room boy.
· Maintains security by following procedures; monitoring logbook; issuing visitor badges.

· Contributes to team effort by accomplishing related results as needed.

Worked with HOTEL KUMARIA RESIDENCY in Bandra, Mumbai, from Jan, 2015 to June, 2015
Responsibilities with Hotel Kumaria Residency As RECEPTIONIST / FRONT OFFICE
· Welcomes visitors in person or on the telephone; answering or referring inquiries and maintaining records in excel.
· Submission of all daily work reports to different departments.
· Extraction and presentation of data from reporting tool software IDS (Intellectual Data System).
· Directs visitors by maintaining employee and department directories; giving instructions.

· Maintains security by following procedures; monitoring logbook; issuing visitor badges.
· Contributes to team effort by accomplishing related results as needed.

· Greet guests and patrons as they arrive.

· Operate hotel switchboard, take calls and provide information and transfer calls.

· Manage accurate accounting of all rooms.

· Provide guests with room keys and call for bellboys.

Worked with KRISH CARS PRIVATE LTD. (Solitaire Honda) Dealership of Honda cars, Mumbai, as Accounts Executive from 01st Sept, 2010 to Dec, 2014
Responsibilities with Krish Cars Pvt. Ltd. As JUNIOR ACCOUNTANT
· Preparing Cheque of all payable & receivable Including Salary, Rent, and RTGS & NEFT.
· Contributes to team effort by accomplishing related results as needed.

· Maintaining daily work sheet to make reports.
· Extraction and presentation of data from BASEONE reporting tool software.
· Preparing Fund-flow & handling stock of vehicle.
· Quaterly I.T. Data Analyses 

· Monthly Sales tax working (VAT) related work.
· Working on Independent Microsoft excels different reports & projects.
· Monthly reports (Debtors report, Octroi Reconciliation)
· Purchase Stock-Auditing Half Yearly.
Worked with SAVIOUR ELECTRO SYSTEMS, Mumbai from March, 2008 to Jan, 2010

Responsibilities with Saviour Electro Systems as Senior Site Supervisor 
· Working with Anti-Piracy team for all type of electric repairing work.
· Co-ordaining with senior for various methods & material.

· Installation and service of Inverter batteries.
· All type of electric repairing work.
· Supervise the workers.
· Training new Joinees.

EDUCATION QUALIFICATION:-
· Bachelor of Commerce Examination in 2010 from Mumbai University.

· Higher Secondary Education in 2006 from Maharashtra Board.
IT SKILLS:-
· Microsoft Office (Word, Excel, PowerPoint)
· Tally ( ARAP )

· CASE / Reporting tool provided by Base-one 
· CASE / Reporting tool provided by IDS (Intellectual Data System)
· CASE / Reporting tool provided by CMMS (Citrix-Intranet System)

STRENGTHS:-
· Customer orientation
· Ability to Work Independently as well as with Team
· Flexible to different kinds of work environment
· Decision Making/Analysis, Communication Skills & Staff Training/Development.
· Positive attitude and committed hardworking nature
· Ability to perform best in critical situation & achieve the goals within the period

PERSONAL PROFILE:-
DATE OF BIRTH

: 21th October, 1986
NATIONALITY
         
: Indian

MARITAL STATUS

: Single
RELIGION


: Roman Catholic
LANGUAGES KNOWN
: English, Hindi, Marathi, Gujrati, Arabic basic
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