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OBJECTIVES
Aspire to build a career by utilizing the skills attained during the academic period and through professional experience. Want to work on challenging assignments where I can utilize and enhance my skills to the fullest extent and excel in whatever I pursue.

To seek suitable position in your organization that would enhance my qualifications and potentials to the maximum and to achieve further personal and career growth as well as gain new knowledge.


CONTRIBUTING PERSONALITY TRAITS
Strengths
· Excellent communication skills ,fluent in written & spoken English. 
· Ability to prioritize work 
· Capable enough to work in critical nature areas 
· Meet deadlines within a time bound frame 
· Excellent organizational skills and multitasking ability 
· A Go getter , People oriented & ability to blend in with local culture. 
· Enthusiasm, Motivation and Positive attitude & Teamwork 

WORK EXPERIENCE
· Working as Meeting Planner at Dubai Downtown – ,Luxury Hotel ,Part of ACCOR Hotels since, April 2014- 350 Rooms ,5 Restaurants, Conference & Banquets. 
· Worked as Asst Sales Manager – Country Club Royale Assagao Resort - Goa, 2010-2013 a four star resort & a part of Insight Group, with 4 restaurants, 101 rooms 
· Worked as Sales Executive – Corporate Sales Crowne Plaza Electronics City a five star hotel & Part of the Intercontinental Hotels Group, with 6 restaurants, 313 rooms and 8 conference meeting rooms India , 2009-2010 
· Worked as Convention Sales Coordinator in Conference & Banquet/Group Sales since 2004 – 2008 - at Crowne Plaza Dubai, a five star hotel & Part of the Intercontinental Hotels Group, with 10 restaurants, 560 rooms and 11 conference meeting rooms 
· Worked as Front Office Assistant/Guest Relations Agent at Cidade-de-Goa, a five star property with 113 rooms 6 restaurants,5 banquet halls & Casino,Goa India - 2000- 2004 

WORK SKILLS
· Managing sales activities and events in line with the annual sales and marketing plan to achieve and exceed budget and sales strategy for the hotel 
· Interaction with all the departments within the hotel in particular with Sales & Marketing, Conventions,Credit,F & B & Front Office. 
· Building profile within local market place through attendance at various events & local market place & participation in annual ATM Dubai. 
· Developing & maintaining contact with business generators, meeting and convention planners’ visitors/convention bureau, airlines, corporate accounts, government departments and other producers closely allied to hotel business. 
· Maintaining regular contact with the Hotels in region and regional reservation office 
· Handling all enquiries received through communication channels in a timely manner & effectively converting enquiries into confirmed bookings, ensuring all standards met. 
· Participating in all sales activities, sales calls, meeting with principals of target market & handling administrative tasks. 
· Monitoring competitors activities and assisting in market intelligence 
· Referring sales leads to appropriate personnel within the sister properties. 
· Selling to new, existing and prospective customers considering goals set forth in the sales strategy, negotiating optimum rate for the benefit of the business. 
· Conducting client meetings, entertainment/Site Inspection. 
· Plan and conduct familiarization tours and site inspection. 
· Accurately and promptly fulfilling client requests 
· Demonstrating a service attitude & taking appropriate action to resolve guest complaints. 
· Generating, Planning & Coordinating Corporate events, Private Functions, Social events, Outside Catering, Meetings , Parties etc. 
· Generating new business though telesales, sales blitz, repeat business. 
· Coordinating & Maintaining administrative work, preparing contracts , working with clients to help plan event,preparing BEO. 
· To ensure that the response to any business request is actioned within 24 hours 
· To provide feedback to the Director of Sales & Marketing / Director of Sales / Senior Sales Managers / Sales Managers on changing marketing conditions, including trends in the competition, as a result of direct sales solicitation, telephone and direct mail, in his / her market areas 
· To attend all pre & post – conference meetings, as required, arranged by the Event’s 
Management Department 
· To follow up with the Events Management Team after the post – event meeting with Thank You calls and send Thank You Letters 
· To perform all duties and responsibilities in a timely & efficient manner in accordance with established hotel policies to achieve overall objectives 
· To handle incoming calls and ensures messages are taken and details are forwarded to the person/s concerned 
· To attend departmental & communication meeting as requested 
· To attend major events in hotel & city as requested by Department Head 
· To maintain an up to date account & contact database and details in property management system 
· To ensure comprehensive and up to date knowledge of properties’ unique selling points, features, amenities, services and policies 
· To ensure that selling strategies are adhered to during negotiations and maximizes up selling opportunities whenever possible 
· To ensure that Hotels Sales & Marketing Policies and Standard Operational Procedures are adhered to at all times 

EDUCATIONAL QUALIFICATIONS
· Post Graduation Diploma in Administration Management - Specialization in Business Management ,Goa Institute Of Management Studies, Goa University , India April 1999 
· Bachelor of Commerce - Business Management,St Xavier’s College, Goa University Year March/ April 1998 
· Higher Secondary Certificate from Goa State Year March/ April 1995 
· S.S.C from St. Mary’s Convent High School , Goa state Year March/ April 1992 

COMPUTER SKILLS
OPERA HOTEL SOFTWARE/ IDS HOTEL SOFTWARE/ MICROSOFT OUTLOOK
MICROSOFT OFFICE (Windows, Word, Excel, PowerPoint)

PERSONAL INFORMATION
Friendly Confident,Strong,Committed,Hard working and Result oriented. Self-motivated, can work with minimum supervision. A team player willing to be trained and available anytime. Ability to work under pressure and pitch in extra hours whenever required.

SEX
Female

NATIONALITY
Indian

MARITAL STATUS
Married

RELIGION
Hindu

