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STEPHENIE                                                                                        

stephenie.376980@2freemail.com
Muscat,Oman

C/o-Contact: +971503718643
---------------------------------------------------------------------------------------------------------------------
OBJECTIVE 

To excel and grow in your prestigious organization, where my educational qualifications and work experience can be utilized to enhance your company’s success. 

EDUCATION
Kohinoor College of Hotel and Tourism Management Studies Hotel and Tourism Management Degree, Mumbai University                                                                     June 2005 -April 2008 

St. Mary’s Junior College, Mumbai University
  June 2003 – April 2005

SKILLS
Comfortable working independently or as part of a team. 
Excellent communication skills, both written and oral.
Self-motivated & hard working. 
Ability to multi task in a pressured environment.

Computer literate


Employment History:

PALM SPA

Oct 2016 till date

Job Profile – Reception / Admin /Office manger

· All Reception Duties:Responsible for answering the telephone, transferring calls, taking accurate messages, greeting customers, cashiering, giving tours of the spa facility and scheduling appointments. Process payments from clients for services
Daily maintenance of the reception area

Introduce new products/services to clients and educate them on their uses and benefits.

Assist in developing promotional events, which focus on increasing the clientele of the spa.etc

· General Administrative duties
· Managing and routing office communications, letters and documents 
· Submit monthly report requirements and information to General Manager/Owners including monthly report, and treatment audits
· Respond to customer inquiries or complaintS
· Act as a spokesperson for the Spa 
· Lead/Manage a team of Consultants and Therapists.

· Identify new business and marketing opportunities.

· Develop or implement marketing strategies
· Maintaining stock inventories and spa equipments

· Submit monthly report requirements and information to General Manager/Owners including monthly business report, and treatment audits.
· Review daily productivity.

· Monitor scheduling of all services 

· Review expenditures to ensure they are in keeping within the operating budgets.

· Review/approve all invoices before payment.

· Assist in the supervision, operation and coverage of all spa departments.
· Staff scheduling

Sir H.N. RELIANCE FOUNDATION HOSPITAL

May 2014-Dec 2015

Job Profile – FRONT DESK RECEPTION
· Greet patients

· register patients according to established protocols

· assist patients to complete all necessary forms and documentation 
· ensure patient information is accurate including billing information

· inform patients of medical office procedures and policy

· maintain and manage patient records

· move patients through appointments as scheduled

· answer incoming calls and deal with inquiries

· transfer calls as required

· schedule patient appointments

· collect co-pays and payments

· report statistics as required

· obtain external medical reports as required by medical professionals

· complete other clerical duties as assigned

· maintain stock of forms and office supplies

· ensure reception area is well maintained, neat and clean

· Handling the complete SAP software and Operations.

DIRECTI -May 2009-Dec 2013

POSITION- Research Analyst


 Company website: www.directi.com
· Internet Research using various search engines and other searching methods.
· Using internal tools and database for optimizing.
· Creating parked pages by adding relevant ads to maximise revenue
· Optimizing domain names for Internet Advertising. 
· Finding relevant concepts by browsing through the internet as per the domain name & mapping high bid keywords that display relevant advertisements.
· Checking content, quality and accuracy of each concept.
· Listing appropriate advertisements for domain portfolios.
· Handling customer accounts independently 

ITC MARATHA Hotel – Front Office Dept–GSC                                             

Sep 2008–April 2009
(Guest Service Coordinator)

· Keep front desk tidy and presentable with all necessary material (pens, forms, paper etc.)
· Greet and welcome guests
· Answer incoming calls

· Direct call to guest rooms, staff, or departments through the switchboard or PBX system.
· Receives guest messages and deliver the same to the guest.
· Logs all wake-up call requests and performs wake-up call services.
· Provides information about hotel services to guests.
· Communicate guests’ requests and complaints to the appropriate department
· Arrange travel and accommodations, and prepare vouchers
· Keep updated records of office expenses and costs
· Perform other clerical receptionist duties such as filing, photocopying, transcribing and faxing
· Receive, sort and distribute daily mail/deliveries
TAJ EXOTICA, GOA, INDIA
Completed a 6 months internship.            


      Oct 2006–April 2007

FRONT OFFICE (Customer service Executive at the Business center, the Welcome Desk & as a Guest Relation Executor)

PERSONAL INFORMATION:
DOB: 24-09-1987

Marital Status: Married

· REFERENCES AVAILABLE UPON REQUEST


