Sumit Dandona

dandona14@gmail.com, M: +91 9871585892


Summary
A dynamic professional with over 10+ years of experience in hospitality and previously associated with Asian Education Group as Academic Coordinator.
Competencies
· Good communication and interpersonal skills 
· Good team player 
· Hard working and dedicated at work 
Work Experience

	Company 
Name
	Asian Education Group
	Hotel India Awadh,
	Taj Residency
	VITS Luxury Hotels

	Location
	Noida, Sector 125
	Lucknow
	Aurangabad (Maharashtra).
	Aurangabad (Maharashtra).

	Period
	Mar’ 2018 – Sep’ 2020
	Nov' 2011- Oct’ 2017
	Sep' 2010 - Oct' 2011
	Jun’ 2009 - Sep' 2010

	Designation
	Academic Coordinator
	Duty Manager & Reservation Executive
	Secretary to General Manager
	Front Office Supervisor


Key Responsibilities 

· In Reservation
· Worked as Senior Executive for Reservation Department from November 2017 and supervised revenue department along with the Revenue Manager.
· Using the internal resources to great effect and responsible for the lead generation, prospecting and qualifying target accounts and to generate and manage new sales opportunities through a healthy pipeline of business.
· Generating and studying weekly, monthly, quarterly and annual reports for analysis.
· Maintain strong coordination with Sales and Marketing department.
· Assisting revenue manager in hotels SWOT analysis and Strategy implementation

· As Front Office Supervisor:
· Had to attend the calls and handle the queries of customers & guests.
· Make reservations for the Guest.
· Had to deal with the Guest by handing their complaints.
· Making Check-In or Check-Out list daily.
· As a Secretary:
· Careful attention towards documentation and record keeping.
· Able to Communicate & deal effectively within all levels of organization.
· Prepare Welcome Letter for the Arrival Guest.
· Making MOD observation sheet for the Managers.
· As Front Office Supervisor:

· Had to attend the calls and handle the queries of customers & guests.
· Make reservations for the Guest.
· Had to deal with the Guest by handing their complaints.

Qualification
· 2006-2009 B. Sc in Hotel Management from Amity University, Lucknow Campus.
· 2005- Senior Secondary from U.P. Board.
· 2003- Higher Secondary from U.P. Board.
· Certificate of excellence for participating in a workshop held at Central Command Officer's mess, Lucknow
Industrial Trainee (26 weeks)
· 6 Months Industrial Training from Trident, Udaipur.
· 1-month Vocational training from LA PLACE PARK INN, Lucknow.
· 1- Month vocational training from COMFORT INN, Lucknow.
· Participated in 64th EME crops day function at HQ Central command officer's Lucknow. 
· Participated in 2007 Food Festival in Amity School of Hospitality.
· Chief Editor of the Journal by A.S.H. "The Hospitality Insight".
Personal Details 
Date of Birth: April 15, 1989

Gender: Male 

Marital Status: Single 

Languages known: English, Hindi,French.
References shall be shared on demand.

