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	Profile
	Service industry professional with progressive years of experience and expertise in handling front office duties, administration functions, reception and coordinating food & beverage services. Self motivated and hardworking personality with ability to work in a pressurized environment and effectively prioritize job responsibilities. Also holds a pleasant, friendly and positive demeanour who strives to contribute towards achievement of organizational goals & objectives. Possess excellent communication, interpersonal, customer service, organizational and coordination skills.


	Education & Courses
	

	

	Diploma in Hotel Operations Management & Catering Technology
	2004

	Institute of Hotel Management & Catering Technology, India

	

	Certificate for Competence in Computing
	2003

	Academic Council of N.I.I.T., Bangalore, India


	

	Certificate for Internet & E-mail Course
	2003

	Alvaro Computer Education, India


	

	F. Y. Bachelor of Commerce
	2001

	VNS Bandekar College of Commerce, Goa, India


	

	Diploma in English Typewriting with speed of 35 w.p.m.

	

	Career Snapshot
	

	

	Food & Beverage Service Assistant
	May 2005-Present

	Le Royal Meridian Beach Hotel & Spa, Dubai, UAE

	

	Counselor & Front Desk Manager
	Sept 2004-Dec 2004

	KarRox Technologies Ltd., Goa, India

	

	Front Office Department Trainee
	Oct 2003-Mar 2004

	Paradise Village Beach resort, Goa, India

	

	Receptionist – Office Assistant
	Sept 2001-Jan 2003

	Santiago Resort Hotel, Goa, India

	

	Areas of Expertise
	

	Administration

· Provide accurate, efficient and committed office work support to the senior management.

· Manage the routine office management functions, deal with clients and visitors and maintain corporate relations. Provide support to the management on executive level.

· Sort out all incoming / outgoing mails and correspondence on the base of urgency, priority, confidentiality or routing to facilitate quick and efficient service to the concerned. 

· Take care of the confidential files, matters and documents for senior management. 

· Arrange appointments; make necessary arrangements for the meeting and ensure availability of appropriate personnel’s for the same as per scheduled time and place.

· Perform data entry tasks and follow up on documentation with various departments.


	Reception Duties

· Greet persons visiting establishment; identify purpose of visit, and direct them to concern.

· Transmit information / documents to clients, using computer, mail or facsimile machine. 

· Handle filling and control of incoming and outgoing faxes and e-mails.

· Attend phone calls, take messages and forward the calls to the right person.

· Operate telephone switchboard to answer, screen and forward calls, provide information, take messages and schedule appointments.


	Wesley 
	

	

	Proven Job Role
	

	Food & Beverage Service Attendant

· Promote a helpful and professional image to all customers with full co-operation when requiring assistance, ensuring a prompt, caring and helpful attitude.

· Maintain a regular and effective communication within the team and attend to hotel meetings when necessary. Complete knowledge of the outlets food & beverage items.

· Establish good working relationships with all other departments in the hotel. Liaise with the Executive Chef and Assistant F&B manager to maintain and enhance the quality of food items to be available in the outlet.
· Carry out reasonable duty as requested by the Director of F&B of his assistant.
· Monitor the cleanliness of the working area and ensure compliance to hotel regulations.


	PC Skills
	

	MS Outlook, MS Office (Word, Excel & PowerPoint), Internet and E-mail applications



	Personal Details
	

	Nationality

: Indian
Date of Birth
: 9th September 1978
Marital Status
: Single
Visa Status
: Employment Visa
Languages

: English, Hindi & Konkani


	References
	

	Furnished promptly upon request with supporting documents 



