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Administration Professional

Over 9 years of experience in Front Office Management, Customer relationship and day to day revenue management. My objective is to be a part of a leading organization that gives utmost importance to long–term customer satisfaction thus ensuring long-term relationships, utilizing my education, skills and experience.
	Career at a glance


Company: Evolve Back Resorts (Orange County Resorts), India 
Position Held: Front Office Manager

Period: September 2016 till November 2017
Company: WelcomHotel Raviz Kadavu, (I T C Group of Hotels & Resorts) India
Position Held: Front Office Manager

Period: June 2013 till February 2016

Company: Raviz Kadavu, (Raviz Group of Hotels & Resorts) India
Position Held: Duty Manager

Period: November 2010 till October 2012

Company: Taj Malabar, (Taj Group of Hotels, Resorts & Palaces) India
Position Held: Guest service Associate

Period: August 2007 till November 2010
Major Accountabilities
· Provide general administrative and clerical support including mailing, scanning, faxing and copying to management.

· Maintain electronic and hard copy filing system.

· Open, sort and distribute incoming correspondence.

· Perform data entry and scan documents.

· Manage calendar for General Manager.
· Plan and coordinate administrative procedures and systems and devise ways to streamline processes

· Recruit and train personnel and allocate responsibilities and office space

· Assess staff performance and provide coaching and guidance to ensure maximum efficiency

· Manage schedules and deadlines

· Monitor inventory of office supplies and the purchasing of new material with attention to budgetary constraints

· Monitor costs and expenses to assist in budget preparation

· Oversee facilities services, maintenance activities

· Organize and supervise other office activities (recycling, renovations, event planning etc.)

· Ensure operations adhere to policies and regulations

· Completes special projects by organizing and coordinating information and requirements; planning, arranging, and meeting schedules; monitoring results.

· Achieves financial objectives by anticipating requirements; submitting information for budget preparation; scheduling expenditures; monitoring costs; analyzing variances.

· Maintains continuity among corporate, division, and local work teams by documenting and communicating actions, irregularities, and continuing needs.
· Ensuring the front desk provides a professional and friendly service for guests
· Reviews and completes credit limit report
· Ensure implementation of all policies and house rules

· Analyze rate variance, monitor credit report and maintain close observation of daily house count

· Monitor all requirements
· Review daily department work and activity reports generated by night audit

· Maintain an organized and comprehensive filing system with documentation of purchases, forecasts, reports and tracking logs  

· Review reports on a daily basis and act accordingly
· Manage and resolve promptly all department issues 
· Attend to crisis or emergency situations and perform service recovery
· Coordinating with other operating departments to make sure for smooth functioning
	Professional Competencies


· Industrial training at Taj Residency, Kochi – 2004
· Industrial training at Taj Residency, Calicut – 2006

· Expert in Fidelio

· Expert in I D S

	Academics


Bachelor of Hotel Management – 2007

Garden City University, Bangalore, India
	

Personal Snippet


Date of Birth: 15th April 1985 | Languages Known: English, Malayalam, Tamil, Hindi
Marital Status: Married |  Visa Status: Visit 
