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	OBJECTIVE


To build a long term career in Logistics, Shipping, Administration, Coordination and Operations that offers professional growth and continuous learning opportunity.
	COMPETENCIES   &  SKILLS


· Ability to interact with members at all levels of the organization 
· Flexible to different kinds of work environment
· Technical knowledge of the field

· Willingness to learn and work hard
· Multitasking skills

· Ability to manage stress and work under pressure

· Strong verbal communication

· Professional and energetic demeanour
	EDUCATIONAL QUALIFICATION


Executive Diploma in Supply Chain & Logistics
                 2015
Edexcel, UK

MBA (Specialising in International Business)



  Result Waiting

Bharathiar University
Bachelor of Commerce
                                                                                2010 – 2013
CLUB MAHINDRA KODAGU VALLEY                               APRIL 2008-MARCH 2009        FRONT OFFICE TRAINEE                                                                                  COORG, INDIA
Diploma in Hotel Management                                                  June 2007 – May 2008

KITCO                                                                                                                                   Kochi, India

12thStandard                                                                                   June 2006 – May 2007
CBKM PHSS  Pudupariyaram          

	CAREER SUMMARY


FORTUNE HOTEL                                                          APRIL 2013- APRIL 2015
DESIGNATION:  FRONT OFFICE ASSISTANT                                                           DUBAI , UAE                                                                 
· Responsible for developing and maintaining positive and appropriate relationship with Clients and Guests.

· Enters  and update account, contact, booking information .
· Provided courteous, professional, efficient and flexible service at all times, following the hotels Standards of Performance
· Perform all duties and tasks in the assigned Place of Work to the standard set
· Perform a range of operational support activities to include, but not limited  to establishing, maintaining  and updating files, records, certificate and other documents.
· To adhere to the telephone procedure of handling calls and apply it to daily operation

· To be aware with the policies and procedures concerning fire, emergency evacuation, accidents, law and order situations.

· The duty includes compilation and reviewing of daily reports, logs and lists and of cashier and closings reports as well
· Assist Executive Assistant with Reception Responsibilities
	PREVIOUS EMPLOYMENT


MARG  HOSPITALITY  PVT. LTD                        JUNE 2011-FEBRUARY 2013

DESIGNATION: ONLINE SALES CO-ORDINATOR                                             KOCHI, INDIA                         

.                                                                                                     

· Coordinated online sales for 11 properties across the business & leisure segments spread over Kerala, Tamil Nadu, Andhra Pradesh and Goa.

· Handled payments, extranet & inventory management for all properties across the various Online Travel Agencies

· Assisted in contracting, pricing and rate parity management on all online portals

· Developed and maintained relationships with online, and fellow-hoteliers


· Utilized Property Management System, Global Distribution Service, and channel manager tools, like Hotelogix, IDS, Hotelier, WinHMS, WebCRS and Evivo for inventory management, updating bookings and online business
· Managing all sales related activity of the company

· Handling a high volume of customer enquiries  whilst providing a high quality of services to customers

· Completing the administrative needs of the sales department.

· Accurately analyzing and assessing statistical data.

TEA BUNGLOW                                                              APRIL 2009- JUNE 2011

DESIGNATION: FRONT OFFICE ASSISTANT                                             FORT KOCHI, INDIA                                                                

· Assist in  preregistering and blocking of rooms for reservation
· Thoroughly understand  and adheres to proper credit , check-cashing and cash handling policies and procedures.
· To establish a rapport with guests maintaining good customer relationship and handle all guest complaints, requests and enquiries on Front Offices service

· To have a thorough understanding and knowledge of all Rooms related services and products and the ability to up-sell alternatives.

· Uses suggestive selling techniques to sell rooms and to promote other services of the hotel.
· To ensure that all services in the front office are always available and are carried out with utmost efficiency and courtesy as per the Departmental Operations Manual

· To report for duty punctually wearing the correct uniform and name tag at all times as per the grooming standards

· Processing cashier related functions like posting charges to guest  accounts, raising pay outs , currency exchange.
· To maintain a good rapport and working relationship with staff in the Place of Work and all other departments.
	SKILLS


TECHNICAL SKILLS
· Tally

· Ms-Office

· Windows

LANGUAGE PROFICIENCY

· English

· Hindi

· Malayalam

	ACTIVITIES   AND  INTERESTS


Current affairs • Cricket • Music • Travelling • Networking • Learning about international cultures and diversity • Photography.
