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Visa Status: Employment
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Career Objective

To seek appropriate placement in an esteemed organization that would give post work satisfaction, job growth and valued experience.
Profile

I am confident, ambitious and extremely motivated as I am willing to go that extra mile to achieve good results.

I can speak, read and write fluently in English.
Software Skills

Well experienced in MS-Office, Excel, Publisher, Outlook, Power Point, Internet surfing and email.

Work Experience

a)  Presently working as F&B Secretary at “RADISSON BLU RESORT”, FUJAIRAH (UAE) since 07th July 2011 which is part of Carlson Rezidor group of Hotels.
b) Worked as F&B Secretary at “JAL HOTELS RESORT & SPA”, FUJAIRAH (UAE) from 10th February 2007 to 06th July 2011 which is part of Nikko Group of Hotels.
b) Worked as Business Centre Secretary at “SHANGRI-LA’S BARR AL JISSAH RESORT & SPA”, MUSCAT (OMAN) April 2006 to February 2007.
c) Worked with “ONE & ONLY ROYAL MIRAGE”, DUBAI (UAE) which is a member of Small Leadings Hotels of the World as Junior Captain from April 2004 to March 2006.

d) Worked in Front Office Dept. at “THE GOA MARRIOTT RESORT”, GOA (INDIA) from December 2002 to March 2004.
e) Worked as a Guest Relations Associate at “THE ROYAL GOAN BEACH RESORT, HATHI MAHAL”, GOA (INDIA) from April 2001 to November 2002.
f) Worked as a Hostess at “RAISSES CHINESE PAVILION”, INDIA from August 2000 to November 2000.
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RESPONSIBILITIES

1) Reports to the F & B Director.
2) Relieving Executive secretary during her day off and vacation.

3) Act as an intermediate between resort team & Cluster Sales & Marketing/ PR team for all communications related to brand standard requirements,artworks,PR requests,marketing activities,contracts,etc.

4) Handling the guest replies for all online review such as TripAdvisor,Booking.com,Holidaycheck,etc.

5) Checking and replying to emails, fax, calls and parcels related to F&B department.

6) Attending all required F&B monthly, weekly and daily briefings /meetings, and submitting the minutes of the meeting to GM Secretary, F&B Manager and all Outlet Managers.
7) Manning all Filings and Formatting of F & B Office.

8) Keeping track of all trainings required or attended by all F&B Staff and Managers.
9) Organizing and reminding meetings, interviews, appointments to the F&B Director and the Outlet Managers.
10) Providing service directory as per the F&B outlets to the Front Office Manager for guest rooms.
11) Discussing the forecast for production with Executive Chef and forwarding the same to GM Secretary.

12) Submitting to HR/Finance monthly attendance timesheet for staff salary calculation.
13) In Co-ordination with Sales & Marketing team for organizing events, functions action plan for the groups.

14) Checking with HR for all pending visa, flight booking, offer letters, medical and bank details for F&B staff.
15) Have Thorough Knowledge of Fidelio Operating System, Micros, Morten Bay, Adaco & Opera.

16) Printing of all the menus for the respective outlets and also preparing and printing of Flyers & Newsletters required by F & B Department. 

17) Taking care of requisitions required by F& B Office.
ACHIEVEMENTS
- Has won “THE EMPLOYEE OF THE MONTH” for December 2014 & December 2016 , for individually contributing towards getting additional revenue during the New Years Gala at Radisson Blu Resort, Fujairah.
- Has been a key team member in rebranding of hotel from “Hotel JAL Fujairah Resort & Spa” to“Radisson Blu Resort, Fujairah”.
- Has been a key team member in the pre-opening of “Hotel JAL Fujairah Resort & Spa”, U.A.E.

- Was a Key Team Player in the Successful Implementation of the “A Y S “Dept. (At Your Service) at the GOA MARRIOTT HOTEL.

- Has been awarded “THE MOST IMPROVED EMPLOYEE OF THE YEAR” at HATHI MAHAL HOTEL, INDIA.
- Being the FIRST FEMALE to be awarded JUNIOR CAPTAIN in F & B Service in ONE & ONLY ROYAL MIRAGE HOTEL, DUBAI.
- Has won twice “Revenue Driver of the Month” for driving revenue through sales call and upselling.
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Educational Qualification

COURSE                              CLASS                              INSTITUTE

Diploma in Computer           1st Class                        Progress School of

Management(D.C.M)                                                    Communication.

H.S.C                                     Pass class                    ST.  Xavier College

S.S.C                                     Pass class                     Our Lady High School.

EXTRA CURRICULAR ACTIVITIES

Has been certified trainer for Radisson Blu Brand Service Philosophy        “ Yes I Can”
Has also been member of the programme Responsible Business implemented by Radisson Blu which is environment related.
Has attended Workshop on Customer Care Programme.

Has Represented School in Short Put & Relay.

Actively participated in Inter School General Knowledge Competition.

Has attended Certified Basic Food Hygiene Course.

Holding Baby sitting certificate.

Has attended Tea Seminar conducted by Ronnefeldt Tea Academy.
Key Strength

I am a positive person and a good listener. I make every moment of life an opportunity, strong motivational and leadership skill, determination in delivering results, working in multi-cultural environment, developing interpersonal skills.

Hobbies

Reading books, glass painting, gardening and cleaning.

Declaration:

The above information given above is true to the best of my knowledge. I assure you to offer my best efforts if given a chance in your esteemed organization. Thank you for your time and courtesy in reviewing this material for your consideration.

Yours Sincerely
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