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Yojana 


Email:                                yojana.380454@2freemail.com  
Application for the position of customer service, Administrator, Front office coordinator, marketing Assistant or Secretarial 

Dedicated customer service representative motivated to maintain customer satisfaction
And contribution to company success, Reliable and driven, with strong time management and prioritization abilities.
HIGHLIGHTS:

· Guest satisfaction                                                               

· Computer literate   
· Skilled Multi-tasker n creative                                                                                                                                                                           

· Conflict resolution expert

· Sharp problem solver
· Good Observer
· Good communication skills


CUSTOMER SERVICES SKILLS
· Proven ability to understand customer’s expectations and communicate effectively to handle/demonstrate about their queries.
· Juggling administration tasks and indoor-outdoor activities effectively.

· Have ability to create positive and creative working environment in my surroundings.
· Always looking at different ways to improve the service given to customers. 
· Confident, communicative and friendly customer services skills.

COMPUTER LITERACY
· Ms Office, word, Excel, email and browsing.
· Email, browsing, online research.
PROFESSIONAL EXPERIENCE:

FRONT DESK TRAINEE                                        Renaissance Mumbai Convention Centre Hotel

                                                                                                      Mumbai, Maharashtra India                                      

                                                                                                          May 2016- October 2016
· Welcoming and greeting guest with a smile at the front desk, doing ATG as well on check in of guests.

· Escorting guests to their rooms.
· Making sure that lobby is always clean.

· Writing welcome letters for the guests.

· Placing amenities in the room whenever required.

· Creating joyful moments with the help of the team for the guest.

· Making key cards and handing it to the guests.

· Handling guest complaints, making sure same is reported to the Duty Manager and noted down in Incident Log Book.
· Filing Guest Checks at the back office as per Room Numbers.
 CERTIFICATES:
· Awarded with the R Style Intern Award (2016) at Renaissance Mumbai Convention Centre Hotel.
· Received Hundred Percent Attendance Record Letter for two consecutive years.
EDUCATION DETAILS:
	DEGREE
	BOARD/ UNIVERSITY
	SCHOOL/  COLLEGE
	YEAR OF   PASSING
	GRADE

	TYBsc  (Hospitality Studies)

SEM 5
	MUMBAI
	Rizvi college     Of Hotel  Management
	2017-18
	A

	CLASS 12
	MAHARASHTRA
	New English Junior College
	2014
	A

	CLASS 10
	MAHARASHTRA
	M G Parulekar
	2012
	A


PERSONAL INFORMATION:
	
	
	

	Gender
	:
	Female

	Date of birth
	:
	17 October 1996

	Nationality
	:
	Indian

	Languages known
	:
	English, Hindi, Marathi


