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Personal  Summary
	A courteous, polite and well spoken receptionist/admin  who is highly efficient and has excellent organizational skills. Possessing a good team spirit, deadline orientated and having a passion for providing the highest standards of hospitality and service to guests. Helpful and approachable but also commercially minded and having the ability to promote hotel facilities and maximize sales opportunities at all times. A quick learner who can absorb new ideas, communicate clearly and effectively and also find suitable solutions to meet the needs of guests.  Keen to find a suitable position within an ambitious hotel where I will be able to continue to increase my work experience & develop my abilities
Experiences

SECRETORY/ ACCOUNTS –DUBAI U.A.E
HOME SATISFACTION MANPOWER AGENCY(DEFTA)
DECEMBER  To JANUARY 2020
Duties andResponsibilities

· Answering telephone inquiries promptly & professionally & transferring calls.
· Preparation and updating invoices 
· Analyzing cost, payroll.   
· Being a point of contact for clients should they have any queries.    
· Dealing with and resolving customer complaints. 
· Cash and General Administration

[bookmark: _GoBack]RECEPTIONIST/CASHIER 
SAFFRON DIARIES HOTELS 
DUBAI U.A.E.
31ST JAN 2019  To NOVEMBER 2019
Duties andResponsibilities

·  Welcoming guests to the hotel in a polite, friendly and helpful manner.   
· Answering telephone inquiries promptly & professionally & transferring calls on.   
· Being a point of contact for guests should they have any queries.    
· Dealing with and resolving customer complaints.  
· Keeping up to date on all hotel products, services, pricing & promotional offers. 
· Maximize sales revenues through up selling and marketing programs. 
· Provide information and literature about the food and beverage plan within the team.
· Ensuring all relevant paperwork has been completed in order for a smooth handover at the end of the shift.
· Cash and General Administration - Taking payment from guests, including online transactions.
· Banking and reporting daily sales.

HOSTESS/RECEPTIONIST
CINNAMON HOTELS 
KUMILI, KERALA 
1st MAY – 31st OCT 2018

 	&

HOSTESS
ESTUARY ISLAND- HOTELS & RESORTS
POOVAR, KERALA 
10th JULY 2017-12th FEB 2018

Nature of work and Responsibilities
· Manages Restaurant reservations and controls the flow of Residents and Guests into the Restaurants
· Greet and Interacts with guests as they arrive and as they leave the restaurant to ensure positive dining experience.
· To manage and optimize Lunch and Dinner covers through control of bookings on Open table, with special attention paid to timing slots and table allocations. 
· The cashiering of bills with care with taken over correct charging payment methods and any discounts given.  
· To maintain menus to a high standard of appearance and ensure dishes and prices are kept up to date.  
· To ensure standard operating procedures are maintained for billing, signing of bills and taking of payments throughout the service.  
· To report all comments/complaints/problems to the Manager in charge.
· To ensure that guests’ names and their correct titles are used at all times.
· To be aware and promote all services offered in the Hotel.
· To be fully aware of the Hotel’s fire safety procedures and Health & Safety regulations.
· To ensure that service is discrete and efficient at all times.
· To keep the Restaurant reception are clean and tidy at all times.
· Attend all briefings ensuring fully aware of special requirements, VIPs and evening specials.  
· To make sure that Company Policy and the Vision statement are followed at all times.



Training &Internships

· TAMARIND GLOBAL- TOURS & TRAVELS 
KOCHI , KERALA

· HOTEL HILL VIEW
AS FRONT OFFICE / FOOD & BEVERAGE 
KOCHI , KERALA


Skills
· Strong interpersonal skills
· Communication skills
· Time management 
· Customer expectations management 
· Goal-oriented
· POS System knowledge
· Skilled problem solver
· Cash handling and management
· Quick learner
Educational Attainment 
· Bsc Tourism & Hotel Management ( 2014-2017)
Annai Fathima College  of Arts and Science – Tamil Nadu, India
· Higher Secondary – (2012-2014)

Languages Known
· English, Malayalam, Tamil 
Personal data
Nationality		:	Indian
Date of Birth		:	08- March -1995
Place of Birth	:	Alappuzha, Kerala, India
Civil Status		:	Single
Visa Status		:	Visit Visa( Validity 18th May 2020)
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