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VIJAYDATTA 
Email: -   VIJAYDATTA.348805@2freemail.com 


OBJECTIVE

· Seeking a position of Front Office Executive where my administrative skills, optimistic attitude and effective dealing abilities will prove beneficial towards the growth of the organization
SUMMARY
· Certified Guest Service Professional Of American Hotel & Lodging Educational Institute 07 May 2014 

· Over 6 years experience in Front Office Administration with expertise in handling teams and providing  satisfactory results
· Sound Technical Knowledge of modern computer applications and Knowledge of using office equipments like scanner, fax and photo copy machines etc.

· Proficient in the use of Microsoft Windows and MS Office software
· Well versed with Opera, PMS, IDS Property Management system and Data Mail Software
· Warm and friendly behavior which proves to be an asset in receiving and greeting visitors from outside 

· Managed multi-line phone system 
· Ability to keep up a top level customer service as well as to train other front office employees and maintain a relation with the staff

· Possess good organizational and interpersonal skills 

· Responded and attended to different complaints, service issues and other general questions or concerns
· Achiever of the month in October 2012 at Clarks Inn group of hotels.
AVAILABILITY 
· Ready to relocate immediately 

· Do not have a bond with current employer

SKILL SET

	· Ability to Prioritize Tasks
	· Troubleshooting emergencies

	· Guest Relationship Management
	· Good Technical Acumen

	· Cash Management
	· Multi-tasking

	· Liaison and coordination
	· Detail oriented and Self motivated

	· Positive Attitude
	· Time management


EDUCATION
· Diploma in Hotel Management And Tourism from Air Hostess Academy in 2008 

COURSES AND CERTIFICATION
· SITD course from Wings computer institute, Dhule in 2006

· MSCIT in 2005 
LANGUAGE SKILLS 
· Fluent in English 
· Knowledge of Basic German
GLOBAL EXPOSURE 

· Adaptable at working in international environment

CURRENT WORKING

Southern sun Hotel Abu Dhabi UAE

From 17th Aug 2015 to till date

WORK EXPERIENCE

	Organization
	Designation
	Duration

	Belvedere Court Hotel Apartment   ( Burdubai ) UAE
	Receptionist
	Dec 2014 – June 2015

	Hotel Keys Berggruen Hotels Pvt. Ltd
	Team Leader
	May 2013 – Nov 2014

	Hotel Clarks Inn (Asterix Hotel)
	Front Office Executive 
	Apr 2012 – May 2013

	Hotel  Asterix
	Front Office Executive 
	Nov 2010 – Mar 2012

	Hotel Parc Estique (4 star )
	Front Office Executive
	Nov 2009 – Jul 2010

	The Vits Hotel (4 star)
	Front Office Assistant
	Oct 2008 – Jul 2009

	The Hotel Ambassador
	Front Office Assistant
	Jul 2007 – Aug 2008


OVERALL RESPONSIBILITIES
· Greeting, registering and assigning rooms to guests
· Responsible for Check-in, check-out and Night audit
· Responsible for proper key control and other security measures
· Answering telephone in absence of telephone operator
· Skilled in sending emails, letters, memos and supervise other official activities
· Date stamping, sorting and racks incoming calls and messages

· Answering enquiries pertaining to hotel services, registration of guests, shopping, dining, entertainment and travel directions

· Coordinated requests of guests to other departments such as housekeeping, pantry, etc.

· Keeping records of room availability and guests accounts

· Computing bill, collect payment and make change for guests

· Deposit guest valuables in hotel safe or safe deposit boxes

· Checking out guests and inquiring about their stay

· Ensuring the front desk provides a professional and friendly service to the customers
· Responded to different complaints of guests and offered a solution 

· Attended to various guest inquiries, special assistance and room service requests from checked in clients, and immediately handled complaints 

· Responsible for courier dispatches and courier receipts

· Deliver relevant and true information about company ongoing activities as per privacy norms

PERSONAL DETAILS

Male, 28, Married.

REFERENCES

Available upon request

