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QUALIFICATIONS SUMMARY
· Proactive, administrative professional dedicated to making the lives of busy executives easier in fast-paced corporate environments, recognized and valued as a discreet and knowledgeable manager, with the ability to juggle and prioritize needs while ensuring speedy responses to logistics and business concerns.

· Reputable for developing, implementing, and communicating policies and objectives. 
· Handling unforeseen issues, and serving as a liaison to clients, internal staff, and external contacts.
· prepare well-researched and accurate documents; manage busy calendars; and efficiently handle daily office tasks
· 4 years of multi-tasking, result oriented performance in pursers department, guest relationship and Administration Services with British Cruise Liner Company.
· 3 years and 1 month of experience in Front Office and Food & Beverage Services from the Indian Hotels company.
· 1 year of experience in Sales & Marketing the brand value of Belho LPG agency in Nagaland.
Recognized by CHAIRMAN AND MANAGING DIRECTOR of Vedanta Group as an employee who “shows initiative and can add value anywhere within the company”.

Singled out as a “breath of fresh air because of willingness to help and (positive) attitude” by the company’s Corporative Head.
AREAS OF EXPERTISE

· Calendar Management • Travel Planning • Meeting Coordination • Project Management • Office Administration

· Client Relations • Expense Reporting • Vendor & Supply Management • Issue Resolution

· Staff Hiring & Training • MS Office 
PROFESSIONAL HISTORY 
1. VEDANTA GROUP.
Role: Operations Manager cum Executive Assistant for Vedanta Group Chairman - Mumbai                  March 2012 – August 2014 

·     Successfully coordinated and set up high-level conference calls, board and management meetings, and special events.

· Coordinating travels, calendaring meetings and appointments of the chairman, whilst his stay in Mumbai-India and managing all essential tasks which also involve keeping a calendar of functions up-to-date, arranging teleconferences with his International Clients.

· Recruitments for the Chairman’s private office chambers, setting S.O.P’s and ensuring that they are followed and maintained.
· Headhunting coordination with HR department for staffing deployment in the corporate offices . 
· Proven track record of accurately completing research, reporting, information management, and MIS reports.

· Multi task Residential Operations and Office Management including Staff management, duty rotation, 
· Supervise the maintenance for all household assets, items, equipment and appliances, involving Vendor Management and dealing with different vendors involved in AMC’s, its updates and one time jobs.
·  Negotiated favorable terms and pricing agreements with vendors, caterers and other providers for service at special events, and keeping the expenses well within the granted budget, taking care of the payroll of domestic staff.   

· Streamline family functions, Planning and arranging parties such as hiring caterers and ensuring that the home is ready to receive guests and that there is sufficient support staff for the parties. Making arrangements for parking, valet services and greeting guests
· Provide administrative and business support to the Head of Corporate Services and also support other members of the executive management team.
· Adept at developing and maintaining administrative processes that reduce redundancy, improve accuracy and efficiency, and achieve organizational objectives.

· Highly focused and ability to identify goals and priorities and resolve issues in initial stages, and successfully coordinated results-oriented budgets and Business Plans.

2. QUINTESSENTIALLY INDIA (Part of the QUINTESSENTIALLY GROUP, UK)
QUINTESSENTIALLY INFORMATION:  Quintessentially is the world’s leading Private Members’ Club, offering a global concierge that provides a unique brand of service 24 hours a day, 365 days a year. Founded in 2000 by Ben Elliot, Aaron Simpson and Paul Drummond, Quintessentially has been providing Members with its award-winning lifestyle management and concierge services for more than a decade, offering specialist advice, insider access and exclusive benefits. Each member of quintessentially team has years of experience and is an expert in his or her field, with a wealth of contacts and connections. 
Role: Corporate Account Manager 
                  October 2011 – Jan 2012      

· Educate and engage corporate clients and their prospects about the use and extent of our services audit their satisfaction as well as motivate the repeat usage of our services. 

· Present the services and benefits of Quintessentially to clients as well as prospects.

· Constantly interacting with the designated corporate client and maintaining cordial business relationship with all clients or prospects of our corporate client

· Maintaining the corporate client records by updating their profile information regularly.
· Resolves service problems by clarifying the client's complaints; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.

· Monitoring all member’s purchase orders and travel arrangements. Liaising with suppliers with applicable payment methods

· Formulating, developing and implementing monthly, quarterly or yearly retention strategies of the designated members, to ensure attainment of the organization’s revenue goals.
3. PENINSULAR & ORIENTAL STEAM NAVIGATION COMPANY, CARNIVAL UK ORGANISATION
CRUISELINER INFORMATION:  P&O Cruises is a British-American owned cruise line based at Carnival House in Southampton, England, and operated by Carnival UK.Carnival UK is a market leader within the Cruise industry, operating ships all over the globe. The brand mission “to be the most spectacularly successful cruise company in Britain” remains the same.  Carnival UK continuously focus on providing the finest cruise experience for each and every guest and none of this would be possible without the skill and commitment of the staff on board.

Role:  Senior Passenger Services Manager / Communications Coordinator.         August 2007 – October 2011
· Handled the role of Assistant Crew Manager in the Crew Office.

· Handled the role of Junior Art Purser to the Art Director during the Art auctions.
· Responsibility for Passenger check-ins at the Cruise liner Port Terminal 

· Ensure compliance with standard accounting procedures, norms and systems relating to handling cash, managing foreign exchange transactions and stamps to enhance passenger satisfaction.
· Strong emphasis on maintaining passenger relations and promoting passenger loyalty, identify and cultivate potential passengers and act as a “One Point Contact” for our passengers in order to solicit feedback. 

· Always to be proactive to have satisfaction levels amongst our passengers through regular communication with other departments by an effective system of operational procedures.
· Resolve all complaints and problems immediately and revert to the passengers to ensure satisfactory follow up, take necessary action and corrective measures through collective decisions.
· Train the new joiners, enhance morale of the team members, address any grievance, encourage feedback and involvement to bring about improvement in the work place. 

· Handling bookings for Celebration Gift Packages offered to passengers onboard. 

· Providing confidential Admin Pin numbers to Leading Officers. Monitoring the Ships MTN satellite network connectivity. Connecting the ships calls and the shore side calls. Assisting passengers with Internet, Wi-fi connectivity.
4.  THE TAJ MAHAL PALACE (MUMBAI)
HOTEL INFORMATION: Built in 1903, The Taj Mahal Palace, Mumbai is the flagship hotel of the Taj Hotels, Resorts and Palaces. 5 Star Deluxe Hotel with 565 rooms including 55 Suites are situated on the sea front and overlook the majestic Gateway of India or Mumbai’s prime historical and commercial hub. The Palace wing of the hotel has Club floors, which is handled exclusively by Butler Service. Whether guests choose a room in the Palace or Tower, guest accommodation is assured to be a remarkable blend of old-world elegance and modern facilities. Every aspect of the guests stay will be infused with the trademark hospitality that has made Taj Mahal Hotel a longstanding member of The Leading Hotels of the World.

Role: Front Office Executive                                May 2007 - August 2007 

           Butler (Front Office)                                    December 2004 – April 2007

           Internship                                                    March 2004 - December 2004

Key Responsibilities as Front Office Executive cum Butler:
· Handling express Check-ins, Check-outs, Cashiering, Batch closing, assigning rooms, escorting, reservations, and Guest relations management in the form of maintaining and updating guest preferences through FIDELIO profiles and arranging City tours.
· Co-ordinate with management committee to gain optimum butler service and F&B sales. In room dining order taking, order setting and order delivery to guests’ satisfactory level.
· Serving as a daily contact for VVIP and dignitaries by presenting as a 24 hours personalized butler service and serves as the first line of escalation and resolution of guest concerns by leading the action plan in conjunction with the Butler Manager/Front Office Manager, as needed. In addition providing express in-room Check-ins, express in-room Checkouts.
· Effectively liaising with other departments and external sources for exception achievement of guest requirements. 

· Achieving set targets effectively and generating revenue and managerial reports.

· Conducts the Guest Satisfaction Tracking System (GSTS) and new guest orientations while seeking to build relationships with the guests in an effort to promote awareness and ensuring exceptional customer satisfaction and loyalty.
5. M/S. BELHO L.P.G. AGENCY. KOHIMA, NAGALAND.

BELHO LPG AGENCY INFORMATION:  First ever and reputed LPG agency in Nagaland with its branches all over main locations in the capital of Nagaland (North East of India). Providing customer excellence from every new LPG purchases, connection to renewal, and also deals with every kitchenware.
Role: Deputy Manager -Sales & Marketing                                      February 2001 - January 2002                                                                                            

· Worked alongside the Main Branch Manager with responsibility for ensuring the fullest customer satisfaction, important role in sales and marketing the brand value, manage and achieve against the competitive agencies in the zonal area.
· Drive and maximize service revenue through up selling and suggestive selling variable services to new and existing customers.

· Proactively manage the renewal process in conjunction with Management, working to retain every long-term customer.
EDUCATIONAL QUALIFICATION
    PG Diploma in Service Industry Management from Institute of Tourism and Future Management Trends. CHANDIGARH, July - 2004
    Graduated in Bachelor of Arts General from Nagaland University- Nagaland, June - 2002
    Diploma in Computer Applications from Sterlite Training Institute, Dimapur. Nagaland, November - 2000
SKILLS AND KNOWLEDGE:
· Excellent knowledge of Basic Computer Application.
· Knowledge of Corefx (Passenger data manifest and Foreign Currency accounting tool), Lotus Notes (Version8.5), Micros Fidelio version 6.20 (Front Office Users Manual), MICROS systems (Sale software for retail and hospitality industries).
· Strong organizational skills, including the ability to prioritize, multi-task, and work effectively with minimal supervision.

· Excellent passenger relations/customer service skills, including the ability to remain flexible in high pressure or continually changing situations.

· Highly motivated and commendable leadership quality, Poised and confident in dealing with individuals at all levels.
· Build, manage, motivate, train and develop the departmental teams and their performance, lead by example.
· Telephone techniques/ etiquette being commended for it.
· Very patient, courteous, pleasant, team player and have professional demeanor.
· Positive thinker, polite, God fearing nature.
ADDITIONAL CERTIFICATIONS
· Visited more than 80 countries including the crossing of the equator and the Arctic Circle, Europe, Scandinavian, Caribbean Islands, Asia, Alaska, Greenland, Fjords, North America etc.
· Elected Representative from Pursers Department for monthly meetings on Health Environment Safety and Security (HESS).
· Certification of STCW 95 courses which includes PERSONAL SAFETY AND SOCIAL RESPONSIBILITIES, FIRE PREVENTION AND FIRE FIGHTING, ELEMENTARY FIRST AID, and PERSONAL SURVIVAL TECHNIQUES.
· Crash Course Certification on Self Employment from the Indian Institute of Entrepreneurship – Guwahati- Assam India (Nov 2000)

· Certificate of Participation for “Youth in Consumer Movement – Nagaland”, India. (March 1997)

· Certificate of Participation for “6th National Boscoree – Calcutta”, India. (December 1994 till January 1995)

ADDITIONAL DETAILS
Interests: Socialize with varied cultured people I Collecting memorandums I Music.

Date of Birth:  07th October 1980
Marital Status: Fiancée
Nationality: Indian (North East Region)
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