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AYUSHI







Email:   ayushi-390451@2freemail.com   

Date of Birth: December 27, 1985

PERSONAL STATEMENT:

I could see how the little things made a big difference, and how good hospitality relied on good management, budgeting and service. To me, hospitality is not just serving breakfast on time, or accommodating requests from customers at the drop of a hat. It is about managing and training staff, ensuring the budget is spent in the right places and minimising the potential for mistakes. These are key to running a successful hospitality business in this ever-growing industry. 

EXPERIENCE:

Designation :Shift Leader- Front Office
Worked with Clifton International Hotel, Fujairah. Reporting to the Front Office manager – 156 Rooms Hotel with a Coffee Shop ,a Restaurant, Two Banquet Hall & a South Indian Specialty Restaurant.

Job Profile:                  

· All team members to count their floats. Make sure they have enough change.  
· Set a Shift target i.e. everyone to control 3 guests into loyalty program.
· Check Pre- registrations not arrived yet and update the team .
· Check special VIP arrivals for today and make sure team is aware.

· Check-High balances and Guests over limit report .

· Observe team members performances and give constructive feedback

· Action any memos and training sessions if required .

· Check out of order and service rooms.

· Prepare next days arrivals and allocate VIPs regular guests and requests.

· Chase late check-outs and day use rooms.

· Look at your over-bookings and take action if required .
· Check group invoiced and checkout from the system.

· Make sure the team signs their time sheets .

 Orchid Hotels Pune Pvt. Ltd. (Kamat Hotels India Ltd.)

(www.orchidhotelpune.com )

(October 2008 till 23rd Jan 2016)

Designation : Asst Front Office Manager 
Worked with Orchid Hotels Pune Pvt, Ltd., Pune. Reporting to the Front Office Manager. – 408 Chic Rooms four different kind of rooms with 02 Coffee Shops, a Board Rooms, Huge Banquet Hall,Merlins Bar, convention hall & a Party Lawns.

· Responsible for maintaining the decorum of operations in the Lobby, also maintaining good relation with the Guests, obtaining their feedback about their experience at our hotel & ensuring all operational follow-ups.

· To abide by the Mission statement of the hotel, also has to abide by the rules & values of the hotel.

· Responsible for controlling the Airline Crew & guest transfers to the Airport.

· Handling guest complaints & ensuring that the issue is took up & dealt seriously, try & convince the guest as far as possible therefore ensuring that the guest leaves the hotel happily/satisfied.

· Meeting & facilitating VIP’s on check in.

· Checking & following up the bills.

· Authorising allowances, paidouts, rebates,etc.

· Checking the Night Clerk’s report

· Solving the discrepancies between HK & FO.

· Attending to guests to guests requirements for the Doctor or Medical assistance.

· Checking RED Alert report, High Balance/Over credit report.

· Controlling the movement of staff in the lobby.

· Controlling the use master key.

· Coordinating & ensuring proper follow-ups with the Airport Representatives.

· Authorising the sleeping notes of the staff who are staying back in the hotel.

· Also ensuring that there is no misuse by the staff in the hotel especially during the night time. This includes frequent checks at various areas within the hotel along with the Security Supervisor.

· Responsible for handling any sort of emergency situation that might take place in the hotel. 

· Handling Sold-out dates, Checking Discrepancies & Log-books.

Hotel Royal Orchid Central, Pune  (Royal Orchid Hotels Ltd.)

(April 2008- September 2008)

Designation: Front Office Associate 

Worked with Royal Orchid Central, Pune. Reporting to the Duty Manager. – 115 Rooms Hotel with a Coffee Shop, a Bar, Two Banquet Hall & an Indian Specialty Restaurant.

Job Profile:                  

· Know the types of Rooms available as well as their location & layout.

· Make room changes with appropriate reason

· To ensure excellent guest service

· Primary responsibilities include: registering guests, making and modifying reservations, hotel operator, and concierge duties.

· Worked as a multi task.

· Assigning of Rooms and check rooms for VIP Arrival

· Knows the selling status, rates & benefits of all package plans.

· Knows the Credit Policy of the Hotel & how to code each reservation.

· Fulfilling guest requests time to time & solving their queries.

· Giving courtesy calls to the guest.

· Handling Airport Pick up & Drop. 

· Helping & coordinating with other departments.

· Update C- forms &Maintain copies of passports.

· Encashment of foreign Currency.

· Checking Discrepancy in Occupancy report.

· Handling Business Center. 

The Landmark Hotel, Kanpur

 (May 2007-April 2008)

Designation: Reservation in- Charge

Has worked with The Landmark hotel a 125 room’s hotel which consists of Presidential suites, Regular suites, Executive Rooms and Deluxe rooms, a Bar, a Coffee Shop with Indian Specialty Restaurant & a large spacious lawn with swimming pool and was reporting to the Duty Manager.  

Job Profile:                  

· Process reservations by mail, telephone, telex, etc.

· Process reservations from Travel Agents.

· Creates & maintains reservation records.

· Determines room rates based on selling strategies of the hotel.

· Prepare letter of confirmation.

· Communicate Reservation information to the front desk.

· Also taking care of the Lobby activities.

· Brief the Front Office Assistants of daily arrivals & departures – their billing, about guest status (VIP, regular, long stay, single lady executive, etc), guest requirements. 

· Handling Car services & its rates. 

· Helping & coordinating with other departments.

· Used suggestive selling techniques to sell rooms &    promote other service of the hotel.

· Co-ordination of room status updates with the housekeeping department by notifying housekeeping of all check-outs, late check-outs, early check-outs, etc.

· Offering rates to the new companies.

· Responsible for achieving budgeted occupancy levels throughout the year

· Building excellent client relationships.

EDUCATION:

· Completed   B.Com from V.S. S.D College under C.S.J.M University in year 2007.

· Passed 10+2 from K.V No. 2, Kanpur in year 2004.

· Passed 10th from Harmilap Mission School in year 2002.

PROFESSIONAL QUALIFICATION:

· Diploma in Aviation, Hospitality & Travel  Management from  Frankfinn Institute of 

Airhostess Training, Kanpur.

COMPUTER SKILLS:

· Intermediate skills in Microsoft Word, Power Point and Excel .
· Well versed in Point Of Sale Software ( MICROS)
· Worked on Fidelio 
· Worked on IDS hotel operating system.(  edition: 4.1)
· Worked on IDS hotel operating system.(  edition: 6.5)
· Shaw Man Property Management System.
· Worked on Hotel Tycoon .

· Worked on Champagne .
LINGUISTIC PROFICIENCY:

· Fluent in English & Hindi.

ACHIVEMENTS AND AWARDS: 

· Participated in various Drawing competitions on School Level.

· Best employee of Kamat Group 2010

