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Objective : To be a part of team which embraces the spirit of creating a cordial work place, a compliance to company’s vision & mission statement by setting up a significant benchmark in the industry and offer best in the job role assigned.
Key Functions ( Duties and Responsibilities ) :
· Looking after the Hotel operations. 
· Meeting the companies and introducing them with once group. 
· Handling the cooperates and travel agent rates. 
· Signing the CREDIT FACILITIES with the companies and travel agent. 
· Monitoring the online rates. 
· Overseeing overall front office operations, coordinating with guests for resolving their concerns to enable smooth flow of day-to-day operations primarily for front desk , room reservations, food and beverage department , housekeeping and food production department. 
· Handling Reservations, motering the ARR as per the occupancy of the hotel. 
· Updating the rates in on the websites of the hote. 
· Assisting and managing the department per established concept, providing courteous, professional, efficient and flexible services with a view to keep all the departments working with unity and integrity of the hotel. 
· Handling guest enquires in efficient manner, escalating guest complaints or problems to inline manager if required and assuring prompt follow-up with guests. 
· Managing operations & ensuring guests satisfaction by delivering service quality norms. 
· Tracking guest history and anticipating their needs during their stay. 
· Optimise the departmental resources while maintaining balanced score cards for the company. 
· Well versed with Windows, Opera , Wish.Net, WINHMS , MS Word, MS Excel, MS Powepoint. 
Key Attributes :
· Strong Communication skills , Oral and Written. 
· Strong desire to lead and drive the department 
· Display Exemplary role and contribute to each department’s success. Team player 
Work Experience :
May 6th 2014 –TILL DATE – FORTUNE HOTEL APARTMENTS (Dubai, UAE) - Employed as Asst. Front Office Manager (Acting Operational Manager)
· Specialized in handling Front Desk operations, Sales and Marketing, Entire Hotel Operations. 
· Meeting the new companies and travel agents for the expanding the Cooperate Business for the hotel. 
· Handling co-operate rates, Travel Agent, online segments. 
· Monitoring the rates on the websites. 
· Look after the entire operations for smooth business 
· Handling Room Controls 
· Training the staff as per the STANDARD and SOP’s of the hotel. 
· Night Audits Reports (Forecast Reports, Sales Reports, Competition Reports, etc ) 
· Managing the Duty roster 
· Signing the Credit Facility with the companies. 
November 16th 2011 – 5th December 2013 –Metropolitan Palace (Dubai, UAE) - Employed as Front Office Supervisor
· Specialized in handling Front Desk operations, 
· Handling Reservations 
· Motering the ARR of the hotel. 
· Changing of the rates on the websites. 
· Blocking of the groups for the future dates. 
· Cashiering 
· Handling Room Controls 
· Executive Floors 
· Night Audits Reports (Forecast Reports, Sales Reports, Competition Reports, etc ) 
· Communication Centre. 
June 6th 2011 to OCT 20th 2011 – Comfort INN Hotel Apartments (Dubai, UAE) - Employed as Front office Associate
· Specialized in handling Front Desk operations, 
· Cashiering 
· Night Auditing 
· Following up for the High Balance of the guest 
July 5th 2010 to May 31st 2011 - Renaissance Mumbai Convention Centre Hotel Marriott,
Mumbai - Employed as a Front Office Associate
· Specialized in handling Front Desk operations, 
· Making Reservations 
· Blocking of the rooms for the group arrivals. 
· Handling Checking and Checkout 
· Room Controller (Allocating the rooms according to the guest requirements, Closing of Company and Airlines Accounts ) 
· Following up for the High Balance of the guest 
· Communication Centre. 
May 20th 2009 – May 30th 2010 – Four Points By Sheraton ,Navi Mumbai - Employed as Front Office Team Leader
· Specialized in handling Front Desk operations, 
· Cashiering 
· Night Auditing 
· Executive Floors 
· Night Audits Reports 
· Communication Centre. 
Educational Qualifications  :
2009 - B.Sc in Hospitality and Tourism Studies from Bharathi Vidhyapeeth Belapur ,Mumbai University
My Achievements:
· Awarded for guest services “Spirit To Serve Award” by MARRIOTT 
· Awarded as Highest Up seller for Metropolitan Palace Hotel Dubai 
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