MARIA
MARIA.359644@2freemail.com 
 

_____________________________________________________________________________________________________
CAREER OBJECTIVE
To excel in the industry and to achieve a challenging position in the industry that promotes intellectual growth and prospects.
_____________________________________________________________________________________________________
PROFESSIONAL QUALIFICATION

· Attend coffee training  and brew master trainings in ABCTCL.

· Attend bar training in MMi dubai.

Diploma in Computer Application 
· Proficient in MS Office Suite (Word, Excel & PowerPoint), e-mail applications & internet research.

SKILLS
· Proficient in computer applications.

· Possess an urge to learn new strategies.

· Capable to perform under work pressure.

· Quick learner & self-motivated by personality.

· Works well with a team.

· Communicates clearly and effectively.
EDUCATIONAL PROFILE

Pre-University College-Arts (PUC), Mount Victoria Girls College, Lady hill, Urwa, Mangalore, Karnataka India, 2005
S.S.L.C. (10th Std.), St. Anthony High School, Kulur, Mangalore, Karnataka India, 2003

_____________________________________________________________________________________________________
WORK EXPERIENCE

Team Member at Café Coffee Day                                        
Mar 2005 to Mar 2007
Cafe Coffee Day is one of the leading coffee outlets in India.
Duties & Responsibilities:
· Taking orders from the guests and giving the required service.

· Walk In-Walk Out guest handling.

· Telephone Operating

· Preparing coffees & snacks as ordered by the guests.

Café Incharge and Brew Master Certificated at Café Coffee Day                    
April 2007 to Aug 2009
Duties & Responsibilities:
· To handle the team.

· Briefing the team about the services and about handling the guests.

· Preparing strategies to improve sales and explaining it to the team.

· Handling customer complaints.

· Preparing daily & Monthly reports.

· Making daily stock entry reports.

· Handling the maintenance of the coffee shop.

· Taking orders from the guests and giving the required service.

· Walk In-Walk Out guest handling.

· Telephone Operating

· Preparing coffees & snacks as ordered by the guests.

· Attending manager meetings

Worked in front office at Airtel                                 
Jan 2010 to Dec 2010
Airtel is India’s leading mobile network with its wide range of service provided globally.

Duties & Responsibilities:
· Handling prepaid section.

· Walk In-Walk Out customer handling.

· Telephone operating.

· Making prepaid & postpaid recharges as per customers requirements.

· Sim card activations.

· Entering daily transaction reports in MS-excel sheets.

Office Assistant at Indian Oil Corporation Ltd.      

 June 2011 to May 2012 
Indian oil is one of the leading petrol suppliers in India.       
  Duties & Responsibilities:
· Assisting in customer service.

· Tele calling.

· Receiving & following up on retail outlet complaints.
· Reporting to the branch office.

· Forwarding mails to the senior officers.

Hostess at Aangan restaurant,Dhow Place Hotel, Dubai.
June 2012 to July 2013
Dhow ka Aangan is one of the best award winning restaurant in dubai.
  Duties & Responsibilities:
· Taking reservations ,Plans and organize reservation on restaurant seating chart.

· Greets guests as they enter the restaurant.

· Seats guests in an open section or at a reserved table.

· Provides guests with menus and ensures they are seated comfortably.

· Assigns guests evenly across different servers sections in the restaurant.

· Maintains restaurant’s seating chart through the shift.

· Notifies guests when a table is ready.

· Keeps the hostess station neat and organized.

· Assists in rearranging tables for large parties.

· Reports any problems Or issue to restaurant manager.

· Attends staff meeting.

· Assists in setting up and cleaning up the restaurant during opening and closing shifts,respectively.

· Addresses and resolves customer concerns and complaints.

· Reorganizes seating chart in the event that a server call in sick.

· Keeps in contact with servers to make sure the seating chart is properly balanced.

· Thanks guests for dining at the restaurant when they leave.

______________________________________________________________________________________________________
PERSONAL PROFILE
Date of Birth

:
May 04, 1988

Gender

:
Female

Civil Status

:
Married

Nationality

:
Indian

Religion

:
Roman Catholic

Height 

:
5’3”

Weight

:
115 lbs

Language

:
English/Hindi

Hobbies                         :             Listening Music , Outing

Place
:             New Delhi

_____________________________________________________________________________________________________

DECLARATION:

  I hereby declare that the information furnished above is true to the best of my knowledge.
 

