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An Overview 

· Comprehensive experience in maintaining service standards, operational policies and guidelines for maintaining quality & hygiene standards.
· Rich Knowledge of operation of Front Office and Food and Beverage service.
· Hands-on experience in monitoring the overall functions of processes handled; identifying improvement areas within the team and implementing adequate measures to maximize customer satisfaction level.An effective communicator with excellent relationship building & interpersonal skills coupled with strong analytical, problem solving & organizational abilities.
     OBJECTIVE 
Goal oriented, result oriented professional with strong hospitality and educational background. Flexible and adaptable in   work environment.  Self motivated with high energy, initiative and focus. Keen insight into the needs and views of others— able to listen and identify issues or problem areas and form innovative solution. Ares of strength includes,
     OCCUPATIONAL CONTOUR

   Current Employer:     Ras al khaimah Hotel, UAE

   Tenure:                           May 2018 to present

   Designation:                 Guest Service Agent
   Department:                Front Office (Reception)

   Job Description

                                         Deals swiftly, efficiently and sensitively to guest complaints and follow 

                                         Through. Maintain awareness of guest profiles through the guest profile 

                                         System. Using Front Office Systems, process accounts from check-in

                                         Through checkout, ensuring posting of Food & Beverage and incidental 

                                         Charges. To have to have a thorough knowledge of daily, monthly, and 

                                         Yearly targets, CID update.     
  Previous Employer:    SH HOTELS Ras al khaimah, UAE
   Tenure:                           July 2017 to May 2018
   Designation:                 Guest Service Agent
   Department:                Front Office (Reception)

   Job Description

                                          Deals swiftly, efficiently and sensitively to guest complaints and follow 

                                         through. Maintain awareness of guest profiles through the guest profile 

                                         System. Using Front Office Systems, process accounts from check-in

                                         Through checkout, ensuring posting of Food & Beverage and incidental 

                                         Charges. To have to have a thorough knowledge of daily, monthly, and 

                                         Yearly targets, CID update.
.

       Night audit process, day end process

   Previous Employer:    Barceló’s Restaurant 
   Tenure:                          July 2016 – September 2017  

   Designation:               Restaurant shift manager 
   Department:               Restaurant 
   Job Description:        
  Overseeing several aspects of running a restaurant business
  Ensuring cleanliness of plates, flatware, kitchen, and guest area
  Inspecting light fixture and safety instruments are functional 
  Managing staffs and maintaining relationship with suppliers
  Training and managing employees and ensuring customer satisfaction 
  Supervise kitchen and wait staff and provide assistance, as needed

  Keep detailed records of daily, weekly and monthly costs and revenues.

   Previous Employer:  LEMON SEEDS HOSPITALITY PVT LTD
   Tenure:                        November 2015 to July 2016 
   Designation:              F&B Service FLOOR MANAGER 
   Department:              Food and beverage service
   Job Description:       
  Maintain thorough knowledge of the hotel and room layouts.

  Have a Good knowledge of wine and wine pairings.

  Occasionally take room service orders by telephones and by the in room ordering guest Apps / other devices. 

  Ensure Prompt and efficient delivery of food and beverage to the guest's room.

  Ensure that hot food is maintained and delivered hot and all cold items are delivered cold.

  Aware of all amenities to ensure they are set-up and delivered on time.

  Ensure Trays and Carts are removed from the hotel hallways and elevator bays at all times.

  Assist in the scheduling and training of room service staff.

  Perform duties of the room service manager in his absence.
    Previous Employer:     TRYST Music cafe 
   Tenure:                          September 2013 to September 2014
   Designation:                 Guest Relation Executive
   Department:                 Restaurant 
   Job Description:      
  Research new wholesale food suppliers and negotiate prices

  Calculate future needs in kitchenware and equipment and place orders, as needed

  Manage and store vendors’ contracts and invoices

  Supervise kitchen and wait staff and provide assistance, as needed

  Keep detailed records of daily, weekly and monthly costs and revenues

   Monitor compliance with safety and hygiene regulations


   Previous Employer:  BELUGA BAR 
   Tenure:                        October 2012 to July 2013
   Designation:               Guest Relation Executive
   Department:               Restaurant (220 c0vers)

   Job Description: 
  Research new wholesale food suppliers and negotiate prices

  Calculate future needs in kitchenware and equipment and place orders, as needed

  Manage and store vendors’ contracts and invoices

  Prepare shift schedules

  Process payroll for all restaurant staff

   Previous Employer     DEVYANI FOOD STREET PVT LTD 
   Tenure:                           January 2011 to September 2012
   Designation:                  Service attendant   
   Department:                 Restaurant (140 covers)

   Job Description:          
  Greet and escort customers to their tables

  Present menu and provide detailed information when asked Prepare tables by setting up linens, silverware and    glasses

  Inform customers about the day’s specials

  Offer menu recommendations upon request

  Up-sell additional products when appropriate

  Take accurate food and drinks orders, using a POS ordering software, order slips or by memorization

  Check customers’ IDs to ensure they meet minimum age requirements for consumption of alcoholic beverages

  Serve food and drink orders

  Arrange table settings and maintain a tidy dining area

  Deliver checks and collect bill payments

  Carry dirty plates, glasses and silverware to kitchen for cleaning

  Meet with restaurant staff to review daily specials, changes on the menu and service specifications for     reservations (e.g. parties)
ACADEMIA
Diploma course in Aviation, Hospitality, Travel & Tourism from institute of Neptune airhostess training from Jalandhar in year 2009 -2010   
12th board from Punjab board  
10th from Punjab board       
**************
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ritikasharma11102018@gmail.com 








Date of Birth:		11th October 1991


         Linguistic Proficiency:	English, Hindi, Punjabi.


         Nationality:		Indian


 Passport No:                        K1451806   


Marital status:                     Married    


With over 10 years of collective experience in hospitality service	


Comprehensive experience in maintaining service standards, operational policies and guidelines for maintaining quality & hygiene standards.


Rich Knowledge of operation of Front Office and Food and Beverage service.


Hands-on experience in monitoring the overall functions of processes handled; identifying improvement areas within the team and implementing adequate measures to maximize customer satisfaction level.An effective communicator with excellent relationship building & interpersonal skills coupled with strong analytical, problem solving & organizational abilities.
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