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ANNU
D.O.B: 15th May, 1986                                                          


CAREER OBJECTIVE                                                                                                                    AL

To work in an environment, which challenges my abilities, enhances my skills and add to my Knowledge & Achievements. To become a part of Industry that promotes team effort, while making a significant contribution to the organization. The traits of my life are Determination, Dedication and Devotion towards the organization associated with.

ACHIEVEMENTS/EXTRA-CURRICULAR INFORMATION
· Won 1st Prize in Painting Competition organized by HRD Centre, ANYA Hotels & Resorts, Gurgaon.

· Won 2nd Prize in QUIZ Competition organized by HRD Centre, ANYA Hotels & Resorts, Gurgaon.
Hotel (Dec. 2014 to April 2016)

Position: - F&B Coordinator
Located in the heart Gurgaon, Hotele, a boutique hotel is the right choice for Business as well as Leisure travelers. All the rooms are lavishly designed and are well equipped with techno savvy amenities and user friendly facilities. With 37 rooms and a suite offering impeccable service and warm ambience, this hotel in Gurgaon is an epitome of ultimate bliss. The hotel also offers facilities like steam, sauna and a health club and ample of hassle free parking which makes it one of the best Boutique hotel with 4 Star Amenities in Gurgaon. Luxury and comfort continues with the strategic location of the hotel. 

The Restaurant 'Gardenia' serves delectable cuisines and is always a delight to dine at. With 30- 60 bar, a complete hang out place to elevate your spirits. With well-lit interiors and well planned decor and seating arrangements, it makes a perfect place to conduct Business Meetings and Get Together. Discussion, Gulmohar & Corus, an elegantly designed conference/Banquet area with well-equipped and modern technologies has been designed to give it a corporate feel, Corus Banquet is the biggest banquet for Destination wedding or big conference can be held.

Key Areas of Responsibility
+++++JOB DESCRIP
· Answer phone, direct to appropriate person and / or take messages. 

· Assist with typing of the Banquet and Sales correspondence, i.e. answering mail, confirming banquet arrangements, menus, BEO, FP, memos etc.

· Promptly respond to all inquiries.

· Compose, publish and distribute Banquet event order (BEO) / Banquet Function Plan (FP) to all department heads and personnel who are involved in servicing banquets function.

· Distribute promptly to all departments about notice of any change in the Banquet event order (BEO) / Banquet Function Plan (FP).

· Prepare signage and menu items for all banquet events function.

· Sending Banquet event proposals to the guests and being in timely contact with them.
· Call customers to remind before for cut-off dates.

· Develop and maintain positive working relationships with others, and support team to reach common goals. 

· Ensure prompt responses for all enquiries through telephone, and emails. 

· Maintain all client information and folders.

Anya Hotels & Resorts, Gurgaon
(AUG. 2012 to Nov. 2014)

Position:- H.K. Associate/Desk Coordinator
Meaning “different” in Sanskrit, Anya is the perfect name for this hotel, which presents worldly sophistication with a splash of Indian panache and contemporary cool in the soaring commercial hub of Gurgaon. 
Located on the prestigious DLF Golf Course road, the hotel has a fitting mantra—“luxury with an undercurrent of minimalism”—and it comes alive everywhere, from the spacious suites to the Amaltas Spa by L’Occitane, which presents wellness with an Indian soul. 
Job Responsibility 

· Conducts regular briefing with all employees.

· Have sound knowledge of Opera, Alif and Cansys.

· Ensures that the job description and SOPs are constantly followed.

· Maintain all records and registers in the Dept. Taking care of Lost & Found especially.

· Interacting with guests and solving their queries efficiently.

· Taking care of Inventories.
· Co-ordination with all departments
Other Work Experience
· Worked as a Sales Coordinator/Receptionist at Kunal Vaastu Kendra, New Delhi from January 2010 to March 2012.

· Worked as a Telecaller for ICICI bank from March 2007 to December 2007.

· Worked as an Assistant under Advocate Mr. Gulveer Singh from May 2009 to December 2009.
EDUCATION PROFILE

	Year
	Degree/Examination
	Institute/University

	2003
	12th Standard
	N.I.C. Tisotra, Bijnor (U.P)

	2001
	10th Standard
	N.I.C. Tisotra, Bijnor (U.P)


TRAINING

· Completed basic Hospitality Training Module conducted by HRD Center ANYA Hotels and Resorts, Gurgaon.

· Done one month cross exposure training from HOTEL HANS, New Delhi.
SKILLS PROFILE
Teamwork: Enjoy working closely with others. Conscientious, responsible and accountable. Able to coordinate and motivate. Capable of working under pressure; thrive in an atmosphere of urgency and demand.

Strengths: Persuasive, diplomatic, optimistic and confident.  Ability to exercise sound judgment. Attributes include a positive attitude towards life, willingness to learn and attain experience.
HOBBIES/INTERESTS

· Interacting with people & Imparting Experiences

· Travelling 
· Listening To Music
ADDITIONAL INFORMATION AND PERSONAL PROFILE
· Proficiency at handling MS OFFICE Suite Programs – Word, Excel, PowerPoint.

· Languages Known                   :                    English, Hindi.

· Marital Status

             :
          Married

· Nationality

             :
          Indian

· Religion


 :
          Hindu
· Reference                                 :                  on request available                                                                                                                                                                                                                                                                
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