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CAREER OBJECTIVE:
 
To seek a responsible position for utilization of technical skills and to be a part of organization that provides challenges and opportunities to realize my potential.
 
 
WORK EXPERIENCE: 
Sales Coordinator, Sales & Marketing Department (17th September 2014 – Present)
Majestic Hotel Tower, Bur Dubai, Dubai.     

Responsibilities handled are summarized below:
· Proposal to respond quickly and efficiently to all in-coming sales enquiries, by telephone, fax and email, preparing brochures as required, assists the sales team, focusing mostly on managing schedules and the distribution of any sales documentation, prepares and then follows up on any sales quotations made for clients, negotiating terms with the client at a cost best suited for them, where necessary and facilitating show rounds with potential clients to show them our facilities, contracting, coordinating all details for the client, including food and beverage, AV equipment, entertainment, themes etc, promotion of our facilities to new and existing clients through a pro-active approach, responding to and coordinating all internal meeting requests, assisting in implementing the sales strategy as set by the sales manager, and in association with the contracted banqueting caterers; including strategies for encouraging repeat business and up-selling, To record the progress of all enquiries and translate into a monthly report, including source of business trends, enquiry conversion rates, future predicted sales and other reports as directed by the sales manager, Ensure an efficient tracking system of all event paper-work, Up-keep of a client and agents database – updating where necessary to allow effective promotions and preparing daily and weekly reports.
Group Coordinator, Revenue Department (9th June 2013 – 15th September 2014)
Pullman Hotel (ACCOR GROUP), Deira City Centre Dubai.

Responsibilities handled are summarized below:
· Proposal sent to the group or the event organizer and ensure the continuous follow ups are done 

in order to convention of business, Updating block in the system, Updating group tracking sheet and group reports for further follow ups, Co-ordinate and handled all group requirements and activities once the group or event contract has been established, Maintained close relationship with group leaders and co-ordinate and finalize group requirements with them, Set up booking in Opera and all booking special request and accounting instructions are properly set up and rooming list is entered correctly, Build and maintained group files for arriving groups and ensure correct information is received for group profiles, Create group run down and group summary files and distribute all group related information to all relevant departments.

Group Reservation Agent, Revenue Department (29th Jan 2011 - 30th Jan 2013)
Radisson Blu Hotel & Park Inn Hotels, Abu Dhabi, Yas Island (UAE).
Responsibilities handled are summarized below:

· Maintained effective communication on all group related matters to ensure smooth and efficient service delivery, Inviting organizer for the site inspection and show around the property and make them feel comfortable and satisfy and also to ensure that their event will be successful, Proposal and Contract is sent to the group or the event organizer and ensure the continuous follow ups is done in order to convention of business, Maintained close relationship with group leaders and co-ordinate and finalize group requirements with them, Set up booking in Opera and ensured that rate code / accounting instructions are properly set up and rooming list is entered correctly, Ensured that all expected arrivals are properly pre registered with correct rates and address ensure rooms are blocked as per the booking and personal preference of the guests, Proforma invoice is sent to the group contact person and ensure that credit and billing instructions are clearly mentioned and supported, Handling incoming and outgoing FIT room reservation requests as per the hotel standards and procedures and also to attract guests to enhance their loyalty providing a distinctive service through communication and sales skills, in order to improve the hotel image and to increase revenue.
Guest Relations Executive (Sep 2009 – Jan 2011)

Hayz Hospitality (Unit of Bysani Associates), Bangalore, India

Responsibilities handled are summarized below:

· FIT & Group C-In, C-out, Telephone calls, Coordinate with all the department for smooth operation, Responsible for company loyalty Program, Greeting & Handling guest problems, blocking the VIP rooms as well as Groups & FIT’s, High Balance Report, Coordinate with FOA’s to run the shift smoothly, Follow up pending departure during Morning & Afternoon shift, Coordinate with supervisor to make High Balance report for the long staying corporate guest, Handling all pick up & Drop with concierge, train all the new comers, Help Front Office Manager to conduct the Departmental training as per SOP, make sure about all the activities in hotel.

Guest Service Associate (Feb 2008 – Sep 2009)

PAL Hospitality & Restaurant Services Pvt Ltd, Bangalore, India

Responsibilities handled are summarized below:

· Ensured that the every guest has a smooth and quick check-in with pre-prepared registration cards ready on arrival, Check on guest preferences and ensure that ready rooms according to guest preferences are allotted on check-in, Check on VIP reservations for the day and issue VIP amenities voucher for fruits, flowers and wines etc., in consultation with Duty Manager, Ensured that all the complaints from the guests are handled with tact and empathy and resolved at the earliest, Feed in the personal data collected from the guests into the PMS (Guest Profile) and also update guest profiles on a regular basis, Ensured that all guest requests, comments and complaints are adhered to and recorded on the guest profile to ensure guest delight.


IT knowledge: 

· OPERA 5.2, Fidelio 6.2, Galileo, Prism, M S Office 

EDUCATION QUALIFICATION:
· M B A (Financial Management)

          2010, Annamalai University,

          Chennai.

· Bachelor of Commerce,
           2007, Hasanath College for Women,
           Dickenson Road, Bangalore

           Affiliated to Bangalore University.

· Pre University Course (Commerce)

           2004, Jain Pre University College,

           Indiranagar, Bangalore.

           Pre University Education Board, Bangalore.
· Secondary School Leaving Certificate,

           2002, Sri Gayathri Educational Institution.
           Vijinapuram, Bangalore.
           Karnataka State Examination Education Board, Bangalore.

PROFESSIONAL QUALIFICATIONS:

· Diploma in Aviation and Hospitality, 
Air Hostess Academy,  

Bangalore 2008.

ON JOB TRAININGS:
Trainee (March - May 2006):

South Western Railways, Bangalore.
Responsibilities handled:

· Worked as trainee in assisting daily operation and in new pension schemes.
Trainee (March - May 2007):

Karnataka State Road Transport Corporation (KSRTC), Bangalore.
Responsibilities handled:

· Worked as trainee in assisting day to day operation.

STRENGTHS:-
 
    Patience, Flexibility, Belief in hard work, punctual, responsible, have an ability to work within
    Deadlines, Capable of taking initiative and making independent decisions, adaptable and team player.


PERSONAL DETAILS:
 
Date of birth:                               07/05/1987 
Nationality:                                  Indian 

Marital status:                             Single

Languages Known:                    English, Hindi, Kannada & Tamil.

