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I wish to associate myself with an organization where there are ample opportunities for growth, to contribute and upgrade my knowledge for development of self and the organization served


· BHM from IHM, Guwahati in 2012.

· Class 12thfrom, NIOS Board in 2008.

· Class 10thfrom WBSE Board in 2006.


· B.Sc in hospitality and hotel administration.
· Certificate course in MS OFFICE from CIFA in 2007.
· Diploma of computer hardware and Repairing in 2008.

Assist the  concierge  Manager in ensuring the smooth and efficient overall day-to-day operations of the bell Desk . Provide excellent customer service per the standards of the hotel, and assist in situations to ensure customer satisfaction. .  Working with all Hotel Departments to ensure we meet or exceed guest expectations and all guest billing is accurate and up to date at time of departure. Ensure department adherence to company policies, procedures and standards to ensure that guest expectations are exceeded. Handling Telephones Call with correct telephone etiquette                                                     




 

Worked as a Bell man (concierge) in “J W MARRIOTT MARQUIS”, Dubai,  a World tallest Hotel in the World from 15th February 2015 till 22nd October 2016.
Worked as a Front Desk Associate in “SAHARA STAR”, Mumbai, a World Luxury Hotel from 27th November 2014 till 2nd February 2015.
Worked as a Front Desk Assistant in “CHROME HOTEL”, Kolkata, a   Boutique hotel of Rose Valley Group from November 2013 to 7th august 2014

Worked as a host, cook “Fuddruckers, Saudi Arabia, a American restaurant of Arabian food supply (AFS) group from September 2012 to October 2013.

.

· Maintain complete knowledge of and comply with all departmental policies, service procedures and standards.

· Ensure that standards are maintained at a superior level on a daily basis.

· Maintain complete knowledge of correct maintenance and use of equipment. Use equipment only as intended.

· Anticipate guests’ needs, respond promptly and acknowledge all guests, however busy and whatever time of day.

· Maintain positive guest relations at all times.

· Be familiar with all hotel services/features and local attractions/activities to respond to guest inquiries accurately.

· Resolve guest complaints, ensuring guest satisfaction.

· Monitor and maintain cleanliness, sanitation and organization of assigned work areas.

· Transport guest luggage from the point of arrival at the hotel to their assigned room.

· Transport guest luggage from current room to reassigned room for room changes.

· Transport guest luggage from their room to the point of departure from the hotel.

· Assist in locating guest's lost luggage.

· Correctly tag, store and retrieve luggage from holding room.

· Identify and explain hotel facilities and features to guests while escorting them to their room.

· Identify fire exit closest to guest's room and explain safety features of assigned room.

· Demonstrate use of room key to guests.

· Place guest luggage inside room.

· Identify and explain guest room features to include use of:

 



                                                                                                                                                                                                                                                                                              
· BASICS OF COMPUTER
· MS-OFFICE 

· IDS software

· Opera  Software
I do hereby declare that above information is true to the best of my knowledge and belief.

                				                       Resume











Skills





Good Communication Skills


Willingness to learn


Team facilitator


Ability to deal with people diplomatically


Flexible








Carrier Objective





Education Qualification





Specialized Courses





Profile Summary





I N D U S T R I A L   E X P O S U R E 








KEY DELIVERABLES:-Front Office(concierge)

















EY DELIVERABLES: - F & B





C O M P U T E R   S K I L L S











