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Education
· S.S.C from ZPHS    High School.
· Diploma (CIVIL ENGINEERING) From JNTU University,Hyderabad.
Languages Known
English, Hindi and Telugu.
Personal Profile:
Father name: Late B.Srinivas,
D.O.B             :09/06/1997
Gender          : Male
Nationality   : Indian

Civil Status   : Single

Visa Status   : Visit Visa
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	     NAVEEN
Naveen.363983@2freemail.com

 Objective
       A courteous, polite and well spoken hotel receptionist who is highly               efficient and has excellent organizational skills. Possessing a good team spirit, deadline orientated and having a passion for providing the highest standards of hospitality and service to guests. Helpful and approachable but also commercially minded and having the ability to promote hotel facilities and maximize sales opportunities at all times. A quick learner who can absorb new ideas, communicate clearly and effectively and also find suitable solutions to meet the needs of guests. Keen to find a suitable position within an ambitious hotel where I will be able to continue to increase my work experience & develop my abilities.
Skills :
• Excellent personal presentation and interpersonal skills
• Passion for exceptional customer service
• Profound ability to ensure that the highest standards of hospitality are established
• Multi-lingual – English and German
• Highly skilled in handling multiple guests simultaneously
• In-depth knowledge of general facilities and services of the hotel
• Able to multi-task effectively

• Passion for exceptional customer service
• Profound ability to ensure that the highest standards of hospitality are established
• Multi-lingual – English and German
• Highly skilled in handling multiple guests simultaneously
• In-depth knowledge of general facilities and services of the hotel
• Able to multi-task effectively.
Experience:
·  Worked Hotel Receptionist at PARK  HYATT 5 Star Hotel Hyderabad-Jan 2016 to Feb2017
Responsibilities And Duties:

· Welcoming guests to the hotel in a polite, friendly and helpful manner.
·  Dealing with late arrivals and assisting with early check-outs.
·  Check out departing guests using the hotel’s accounting system.
·  Taking payment from guests in the form of cash or credit cards.
·  Answering telephone inquiries promptly & professionally & transferring calls on. Being a point of contact for guests should they have any queries.
·  Arranging for brief tours of the hotels rooms and facilities. 
· Operating switchboard and directing calls appropriately.
· Dealing with and resolving customer complaints.
·  Checking function sheets. Managing group bookings for conferencing, the restaurant and accommodation.
·  Keeping up to date on all hotel products, services, pricing & promotional offers. Completing the night auditing procedures with accuracy and attention to detail.
·  Maximize sales revenues through up selling and marketing programmes.
·  Provide information and literature about the hotel in person and via telephone. Ensuring all relevant paperwork has been completed in order for a smooth handover at the end of your shift.
Special Skills:

       Excellent personal presentation and interpersonal skills
• Passion for exceptional customer service
• Profound ability to ensure that the highest standards of hospitality are established. 
• Highly skilled in handling multiple guests simultaneously
• In-depth knowledge of general facilities and services of the hotel
• Able to multi-task effectively
Software Proficiency:
· PG Diploma in Computer Applications.
· MS Word, Excel, PowerPoint.

· Tally.9.0

· Diploma In Networking Technology.

· Hotel Property Management System(Opera).
Strengths:
Highly assertive with effective communication skills.
Sensitivity to need of others.
Keen eye for Details

Formal training in hotel services

Fantastic problem solving skills.

Willingness to work through long hours.

Ability to work under pressure and multi task.

Great interpersonal customer services and leadership skills.

Proficiency in Microsoft word and Excel, Power point.
Declaration:

I hereby declare that the above information and facts given is true to best of my knowledge and belief.
                                                                                                                 (BEJJARAPU NAVEEN)

Place: Dubai, UAE
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