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Curriculum vitae

SAMEER 
SAMEER.359533@2freemail.com 

HOSPITALITY INDUSTRY PROFESSIONAL
Aspire to serve and entertain different range of customers in the most ethical manner

SUMMARY OF SKILLS
· Qualified B. Sc, Hotel Management from Punjab Technical University, Jalandhar (Punjab); with knowledge of adhering to international standard service procedures, with strong background in Hotel operations, and customer relations.
· Proficiency in handling Cash, Front Office, Back Office & Night Auditing  
· Undergone 21 weeks industrial training at Hotel Radisson, Agra (UP). 
· Good communication skills, verbal as well as written coupled with exceptional presentation skills with the ability to perform above expectations.



PROFESSIONAL EXPERIENCE
HOTEL  ALRAYA SUITES, BAHRAIN                                                                     from Apr 2015 to Jan 2017 
Night Auditor
/Night In-Charge
· Posts room charges and taxes to guest accounts.

· Processes guest charges voucher and credit card vouchers.
· Posts guest charge purchase transactions not posted by the front office cashier.
· Transfer charges and deposits to master accounts.
· Verifies all account postings and balances.
· Monitors the current status of coupon, discount, and other promotional programs.
· Tracks room revenues, occupancy percentages, and other front office statistics.
· Prepares a summary of cash, cheque, and credit card activities.
· Summarizes results of operations for management.
· Prepare of End of day procedure.
· Run end of day process in property management software (PMS)IDS.
· Understand principles of auditing, balancing, and closing out accounts.
· Knows how to operate PMS, typewriters, and other front office equipments.
· Understand and knows how to perform check-in and check-out procedures.
· Take care of guest reservations and corporate reservations also.
· Take care of all guests needs during night shift and handle complaints.  
· Report to Company’s owner also about all day sales.
HOTEL  MARINA, (Previously Holiday Inn) AGRA (UP) INDIA                               from Oct 2012 to Feb 2015
Front Office Assistant

· Welcome and greet the every guest according to time.

· Responsible for check-in & check-out of guest, settlement of guest and feedback from guest while checkout the room.
· Accountable for handle all incoming calls by greeting of the day and convey the message & transfer to correct extension  or department.
· Ad-hoc filing, printing, scanning, photocopy & faxing
· Responsible for documentation, bill reports and baggage of the guest.
HOTEL RADISSON BLU, AGRA (UP)     




From April 2012 to Sep 2012
Industrial Trainee (Intern)

· Done 21 weeks industrial training in four major department i.e. Front Office, Housekeeping, F&B Service, and F&B production.
HOTEL RAJ MAHAL (A UNIT OF SUN GLOW HOTELS), AGRA (UP)                 From Sept 2011 to Feb 2012
Front Office Assistant
· Responsible for handling Cash, Bill payments, Booking of Rooms and also taking care of corporate booking & billing process.  
· Accountable for handle all incoming calls by greeting of the day and convey the message to proper person or department.
· Responsible for check-in & check-out of guest, settlement of guest and feedback from guest while checkout the room.


EDUCATIONAL CREDENTIALS
B. Sc, Hotel Management 2012 :- 
From Dr. M.P.S. College Of Hotel Management Affiliated to Punjab Technical University, Jalandhar (PB)
Intermediate 2007:-
M.D. Jain Inter College, Agra (UP)


Matriculation 2005:-
St. Loreto Sr. Sec. School, Agra (UP)
Internship Training:-
21 weeks training at Hotel Radisson, Agra from  Apr 2012 to Sep 2012 (Hotel Radisson Blu Agra, Previously Hotel Radisson, Agra) 
Computer Skills:-
Windows, Ms office, IDS, DTP, Typing (English & Hindi), EPBAX machine, Internet


Date of Birth
:  22nd October 1989
Languages Known
: English,  Hindi, Arabic-biginner
Height
: 168 CM

Weight
: 64 Kg
Blood Group
: AB+
