
CURRICULAM VITAE
Name - Narendar Kodipunjula Muttaihya
Objective:
I am willing to give total support to the organization that I am in, with the experience and capability that I have, in order to achieve organization’s goals and create mutual benefits.
Hospitality Software
Dimension Fidelio 
Mini Opera Opera (Red) Win HMS 
8 Years of Work Experience in Dubai UAE
Front Office Receptionist at Landmark Grand Hotel Dubai 2011 - 2013
To ensure all guest are provided with a warm welcome upon arrival and farewell upon departure. 
To allocate guest rooms upon guest arrival. 
Ensure to attend to guests’ needs in a timely manner; handle complaints efficiently; ensuring to listen carefully, apologize for the inconvenience, describe the action to be taken and follow up immediately. 
To coordinate with Housekeeping department with regards to all guest requirements such as baby cot, amenities, extra bed, etc. to be accomplished on time. 
To maintain records and daily activity report on logbook. 
Responsible for performing the Check in and Checkout Procedure as per standard. To be fully aware of the hotel services and facilities in order to promote them. 
Responsible for handling reservation procedure and matters when said section is closed. Ensure knowledge of hotel deposit and credit policies. 
Ensure all charges are correctly posted to the guests bills. 
To be fully aware of hotel rate structure for daily selling to walk-in guests. 


Handle cash drawer properly and verify cash float balance, at the beginning and end of each shift, is correct. 
Handle guests’ incoming and outgoing correspondence as facsimile, messages, mail, telephone calls, etc. by ensuring the information is appropriately delivered to the guest. 
Verify Front Office Report against Housekeeping Report and coordinate immediately in case of discrepancy. 
To carry out special duties which are assigned by Head of Department. 
To be flexible to work in different shifts as required by HOD and hotel operation. Ensure that Front Office area is clean, tidy and presentable to guests. 
Front Office Receptionist at Kporte Inn (New Sun & Sands Downtown) Hotel Dubai
· Worked in K-Porte Inn Hotel (3 Star) as a BELL BOY promoted as a Receptionist for 2 and half years, from 05th August 2006 till 05th Febuarary 2009 Deira Dubai. 
BELL BOY at Delmon Hotel (4 Star) 
· Worked in Delmon Hotel (4 Star) as a BELL BOY for the period of 3 years from may 14th June 2003 to 30th June 2006 Deira Dubai. 
Job Description: Bellboy
Escorts incoming hotel guests to rooms, assists with hand luggage, and offers information pertaining to available services and facilities of hotel, points of interest, and entertainment attractions. 
Inspects guest's room to ensure furnishings are in order and supplies are adequate. 
Explains features of room, such as operation of radio, television, and night-lock, check the lights, ventilation, and heating and show guests how to use the air conditioner and how to place telephone calls. 
If any equipment is not working properly, report this to the maintenance department so that it can be repaired as soon as possible. 
Give guests information about the hotel and local tourist attractions, deliver packages, run errands, and Tour packages. 
Delivers messages and runs errands. Delivers room service orders. Picks up articles for laundry and valet service. 
Calls taxi for guests. Transports guests about premises or local areas in car or motorized cart. 


Work Experience in Mumbai India
· Worked in Ekveera Telecommunication Center in India (Mumbai) as a Telephone Operator for the period of 2 years form 20th may 2001 to 10 January 2003.
· Worked in ELM Design  as Executive Production Form 10th April 2009 to January 2011.
· Presently working in IM Expo Solution (a div of IM Entertainment pvt ltd ) as Free Lancer Production for different Exhibitions.

Educational Qualifications:
HSC Completed from Rahejha Collage Mumbai
Computer Knowledge:
Ms Office 97 – 2007 Basic Networking 
            Level 1 System ethics 
Languages Known:
English, Hindi, Marathi, Arabic, Persian, (Russian - manageable)
	Personal Details:
	
	

	Date of Birth
	:
	11th September 1983

	Sex
	:
	Male

	Civil Status
	:
	Married

	Nationality
	:
	Indian
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