EDUCATION:

Diploma in Hotel and Tourism Management
Goa|2019 January - 2019 December

Diploma in Computer Application, DCA

Goa|2018 January - 2018 March

Diploma in Higher Secondary, Travel & Tourism
Goa|2016 June - 2018 March

EMPILOYMENT HISTORY:

Customer Support Executive, Ethernet Xpress
India, Goa|2020 July - 2021 October

Domestic call center

= Manage inbound and outbound calls promptly.

= Manage and update database as per requirements.

= Maintain Record keeping of business communication of call centre database.

= Generate Monthly report of calls received and made.

= Co-ordinate with Fibre Team and Technicians

= Perform basic Troubleshooting.

= Manage and update social media network of the company.

= Attend complaints through social media network and resolve received business
queries

Front Office Associate, Palmarinha
Goa|2019 April - 2020 July

Front Office

"  Welcoming guests during check-in and performing all check-in formalities
professionally.

= Receiving check outs and providing guests with a fond farewell.

= Escorting Guest to the room and informing the facilities of the Hotel.

= Being informative to the guests with the best of my knowledge with regards to
Restaurants, dine in, Tourism, upcoming events, places to visit, etc.

" Processing room billing, Cashing, PCV’s, transportation, C-Forms etc.

= Accepting feedback and assuring guest’s good stay with the property.

= Knowledge of reservations process and making reservation as per requirement.

= Assisted Duty Manger with Nigh Audit report.

®* Handing over daily morning reports.



mailto:suhailkhan072823@gmail.com
https://www.linkedin.com/in/suhail-khan-5948b721b
https://www.linkedin.com/in/suhail-khan-5948b721b

Front Office Associate, Alfran Resorts
Goa|2017 May - 2019 March

Front Office

®* Welcoming guests during check-in and performing all check-in formalities
professionally.

= Receiving check outs and providing guests with a fond farewell.

= Escorting Guest to the room and informing the facilities of the Hotel.

=  Wake-up calling to the guest for checking out during early morning subject to
guest request.

= Arrangement of transportation for the guest.

= Accomplishments of special request of guest.

® Providing refreshments package based on purchased plans of the guest.

=  Performing night audit and providing report regularly.

= Responsible for the cash handover while shift change.

References available on request.




