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Career Objective :   

To obtain a suitable position in your esteemed organization, wherein I can utilize my expertise to carry out my duties diligently and to develop a successful career.

Experiences:  

April 2005 -  till now–  Option Ad, Bhopal – Training In Charge

The training provided to middle management and front liners of its client (Airtel, Maiher Cements and B K Birla Group). The training provide in General Sales, Customer Care, soft skills and business etiquette. 
Identify the training needs of the client and accordingly the training programs were designed. 

Evaluation of training at every stage provided to client. 
April 2007 till date - Facelift Foundation, Bhopal – Freelance Trainer

Trained professionals and students in Communication Skills, Personality Development, Soft Skills, Interview Skills, Business Etiquette, Fine dining etiquette, General Sales, Customer service etc. The training provided to the clients Maharishi Management College and Maxworth. 

Vasundhara Aviation Academy, Bhopal – Freelance Trainer for  Hospitality, Personality Development and grooming. Designed the modules for hospitality. Time to time mentoring and counseling students. 
January 2003-March 2005

Global Telesystems Limited, Mumbai, India - Customer Response Executive

· Responsible for the Back Office of Ireland based Telephone Process.

· Ensure that client’s Service Level Agreements are achieved.

· Responsible for daily, weekly and monthly back office reports.

· Responsible for allocating the daily work to the other agents on the floor.

· Conducting the Product training for the new batches.

· Communicate all process and Client changes to direct reports within specific timelines.

· Compiling data and generating various reports.

· Maintaining and reviewing statistics on a daily base and provide constructive feedback to the agents.

· Responsible for the execution of the Emails, faxes and letters send by the customers.

· Handling the dispute committee and ensuring all the disputes are resolved within the specified time limit.

April 2002 -November 2002

Jehan Numa Palace Hotel, Bhopal, India - Front Office Cum Sales

· First three months trained in guest check in and out, reservations and cash handling.

· Responsible for handling complaints and suggestions made by the guests. Reporting the same to the Managing Director of the hotel. 

· Responsible for welcoming the VVIP guests.

· Keeping track of General Marketing Trends and staying abreast with competitor’s activities.

· Responsible for the Tele-Marketing for the special events like food festival.

· Offering prompt hospitality services by coordinating with all the other departments of the hotel.

· Responsible to get feedback about the hotel from the new guests. 

· Responsible for updating the birthday and anniversary to the new guests.

· Responsible for sending the greetings to guests on special occasions.

 August 2000 - June 2001
Hotel Intercontinental, Sydney, Australia - Food & Beverage Attendant
· Responsible for the Mise-En-Place, table setting, order taking and ensuring smooth, efficient and friendly service to the guests in a particular section of the restaurant.
· Worked during Sydney Olympic 2000.

· Nominated twice for the Best Employee of the Hotel.
June 2000 - December 2000
Pinnacle Hospitality Services, Sydney, Australia - Food & Beverage Attendant

April 1996-September 1996
Centaur Airport, Mumbai - Industrial Trainee 
· As a part of academics worked full time with the four main departments Kitchen, Food & Beverage Service, Front Office and Accommodation Operations of the hotel.

· Gained excellent insight of basic operation of the hotel.

Professional Qualification:
Currently pursuing Diploma in Training & Development, from Indian Society for Training & Development, New Delhi.  

The Hotel School, Sydney, Australia (June 2001)

Successfully completed Bachelor of Business in Hotel Management from the Hotel School, which is affiliated to the Hotel Intercontinental, Sydney.
IHMCTAN Bhopal (April 1999):

Successfully completed three year Diploma in Hotel Management & Catering Technology.

Computer Skills: MS Word, Excel, PowerPoint, Outlook  

Interests: Listening music, classical dance, philately, swimming and trekking.
Personal Details:

Date of Birth: 


July 25th; 1977

Marital Status:

Single
Languages Known:

English, Hindi and Malayalam

