
MaheshShivajiArote
202/B,MillenniumResidencyII,
PlotNo-50,Sector-50,Nerul,

NaviMumbai-400706.Maharashtra,India
Mobile:9082687347/9820788131
Email:mahesharote85@gmail.com

PersonalStatement:
Ahardworkingandconfidentindividualwith12monthsexperienceworkinganAdminExecutive
inMajorelIndiaPvt.Ltd.Vashi,NaviMumbai,24monthsofexperienceasaFrontOffice
Dutyanager,departmentinHotelPallaviAvida,NaviMumbai,24monthsofexperienceinFront
OfficeatHotelLeRoyaleResidency,Pune;14monthsofexperienceasaSales&Marketing
ManageratHotelSatishExecutive,Pune;22monthsofexperienceinFrontOfficeatWestEnd
Hotel,Mumbai;16monthsexperienceinFastFoodRestaurantinBurgerKing,London.Enjoy
workinginachallengingandcreativeenvironmentandcancontributeeffectivelytowardsthe
goalsoftheorganisation.Goodproblemsolvingskillsandalwaysabletodeliverhighquality
servicetocustomersandcanhandleanysituationwithpositiveapproachtowardsawork.

WorkExperience:

May2019toMay2020.MajorelIndiaPrivateLimited,Vashi,NaviMumbai.
Executive-Administration
Responsibilities/Dutiesincluded:

 Answeranddirectphonecalls
 Maintaincontactlist
 Organizeandschedulemeetingsandappointments
 Responsibleforfacilitymaintenance
 Handleshousekeepingteamtoensuretotalhygieneandcleanliness.
 Produceanddistributescorresponds,memos,letters,faxexandforms
 Coordinatewithotherdepartmentwithintheorganization.
 Orderofficesupplies.
 Booktravelandaccommodationarrangements.
 Submitandreconcileexpencereport.
 Prepareandmonitorinvoices.
 Contributetoteameffortbyaccomplishibgrelatedresultsandneeded.
 Carryoutadministrativedutiessuchasfiling,copying,typing,binding,scanningetc.
 Bookconferencecalls,meetingrooms,andcourier.
 Maintainrecordssuchasstaffattendance,courierrecord,stationeryrecord
 Facilitateandmaintainthelockers
 Replytoemail,phonecallandfacetofacequeries
 Vendormanagement:Meet,createandcoordinatewithnewvendorsaswellasexisting

vendors.
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April2017toApril2019.HotelPallavia’VIDA,Kalamboli,NaviMumbai.
DutyManager
Responsibilities/Dutiesincluded:

 Reservation/Reception
 GreetstheVIPguestsofthehotel.AsdirectedbytheFrontofficeManager,Performs

specialservicesforVIPGuest’s.
 Checkscleanlinessoflobbyandpublicareas,lightsandaswellasfrontofficestaffin

properandorderlyappearanceandbehaviour
 Roominspectionforexpectedarrivalroomsandtoensurepropercleanlinessofaroom

withallfunctioningequipment.
 AuditingGuestRegistrationCard,PropertyManagementSystem
 Tocheckandcorrectthecheckedoutguestsfolios
 Tocheck/ensuresmoothCheckIn/checkOuts
 Promotesandmaintainsgoodpublicrelations.
 Motivatesandmaintainsgoodstaffrelations
 Preparedutyroster,assignduties
 Handlingguestqueriesatthedeskandguidetheguestwithanappropriateandcorrect

information
 Toattendthecallpromptly&resolveguestqueries
 ToConfirmbooking&sendtheconfirmationforthesamethroughe-mails
 Tohandle&updateOTA(onlinereservationPortalssuchasRoomavailability,Rates,

Allotments)
 Toensureproperguidancetotheguestsinallconcern
 Toensureproperco-ordinationbetweenalldepartment.

July2016toMarch2017.WestEndHotel,NewMarineLines,Mumbai.
Asst.FrontOfficeManager
Responsibilities/Dutiesincluded:

 Reservation/Reception
 ResponsibleforCheckIn/checkOuts
 Handlingguestqueriesatthedesk
 ToConfirmbooking&sendtheconfirmationforthesamethroughe-mails
 Tohandle&updateonlinereservationPortals(Roomavailability,Rates,Allotments)
 Toattendthecallpromptly&resolveguestqueries
 Cashing&banking
 Toensureproperguidancetotheguestsinallconcern
 Toensureproperco-ordinationbetweenFrontoffice&Housekeeping

department.

February2014.toFebruary2016.HotelLeRoyaleResidency,Pune
FrontOfficeSupervisor
Responsibilities/Dutiesincluded:.

 AssisttheFrontOfficeManagerinensuringthesmoothandefficientoverallday-to-day
operationsoftheFrontDeskincludingSwitchboard.

 OverseeBellandDoorstaffintheabsenceoftheirdepartmenthead.
 Provideexcellentcustomerserviceasperthestandardsofthehotel,andassistin

situationstoensurecustomersatisfaction.
 Ensuredepartmentadherencetocompanypolicies,proceduresandstandardstoensure

thatguestexpectationsareexceeded.
 EnsureproperCheck-InandCheck-OutprocedureaspertheFrontOfficeStandard
 Assistinprovidingstaffwithongoingcoaching,traininganddevelopment.
 Coordinatehotelemergencyprocedureswithinthescopeofdefinedplans.
 Preparereports;handlespecialprojectsandassignmentsasrequired.
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Nov.2012toJan2013.HotelSatishExecutive,Pune.
Sales&MarketingManager
Responsibilities/Dutiesincluded:

 Handlingsalesphonecalls&email.
 Compilingclientinformationpacks
 Developing&implimentingtheideasofmarketing&salesforourHoteli.e.rooms,

restaurants&banquets.
 Arrangingthemeetingwithnewaswellasexistingclienttomakethemunderstandthe

packagesplanstomeettheirneeds.
 Promotional;activitiesthroughsocialnetworkingsites,onlinebookingportalsaswellas

officialwebsitestoincreasebrandawareness
 Updatingwithtariff&offers&toco-ordinatewithallconcerndepartments
 keepupdatingonlinebookingportals

May2011toOctober2012.WestEndHotel,NewMarineLines,Mumbai.
Asst.FrontOfficeManager
Responsibilities/Dutiesincluded:

 Reservation/Reception
 Checkin/checkouts
 Handlingguestqueriesatthedesk
 ToConfirmonlinebooking&sendtheconfirmationforthesamethroughe-mails
 Attendthecallpromptly&resolveguestqueries
 Answertheguest’se-mails&confirmthebooking
 Toensureproperguidancetotheguestsinallconcern
 Toensureproperco-ordinationbetweenFrontoffice&Housekeeping

department.

January2011toApril2011.HotelK’Stars,C.B.D.Belapur&K'StarWoodsResort,
Panvel.NaviMumbai.
FrontOfficeExecutive.
Responsibilities/Dutiesincluded:

 Guestreservations
 Checkin/checkouts
 Confirmtheonlinebooking
 Cashing&banking
 Preparetheguestbillsummery
 Tomakesureproperguidancetotheguestsinallconcern
 Tomakesureproperco-ordinationbetweenFrontoffice,Housekeeping,Food&

BeverageserviceandFoodproductionDepartment.

April2009toAugust2010.BurgerKing,ChessingtonWorldofAdventure,Chessington,
London,UnitedKingdom.
ShiftManager/ServiceExcellence/KitchenCrewMember
Responsibilities/Dutiesincluded:

 PeopleManagement/StaffManagement
 CashingUpandBanking
 HandlingCustomercomplaint
 StockHandlingandStockTaking
 Trainingtocrewmember/SkillDevelopment
 HandlingKitchenandFrontCounter
 Toensuregoodqualitycondimentsandgoodqualityproducts
 ToensuresmoothrunningofKitchenandFrontcounter
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Education:

January2009toAugust2010
PostGraduateDiplomainHospitality&LeadershipManagement,
Ealing,Hammersmith&WestLondonCollege,London,UnitedKingdom
ModulesInclude:

 CustomerCare
 MarketingforHospitalityService
 PeopleManagement
 QualityManagement
 TheCompetitiveEdgeinHospitality
 ContinuousProfessionalDevelopment

June2005toMay2008
DiplomainHotelManagement&CateringTechnology,
MumbaiUniversity.
ModulesIncluded:

 FoodProductionManagement
 Food&BeverageManagement
 FrontOfficeManagement
 HumanResourceManagement
 BusinessLow

AreaofInterest:
FrontOffice,Administration,FacilityManagement.

Skills&Achievements:
DiplomainComputerApplicationincludedMicroSoftOffice,Internetaccessing.
DeskTopPublication(D.T.P.)IncludingCoralDraw&Photoshop.

Languages:
English–IELTSscore-6.0
Marathi–Fluency:Speaking,workingknowledge–readingandwriting
Hindi-Fluency:Speaking,workingknowledge–readingandwriting

References:

Mr.AmandeepSingh
Director,Adminandfacility,
MajorelIndiaPrivateLimited
Vashi,NaviMumbai-400703
Contact:+919873164444

Mr.PrashantBorate
FrontOfficeManger,
HotelPallaviAvida
Roadpali,Kalamboli,
NaviMumbai-410218
Contact:+912240239121
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Mr.FrancisAlexander
FrontOfficeManger,
HotelWestEnd
NewMarineLines,
Mumbai-400020
Contact:+912240239121

Mr.MangeshPandharipande
HumanResourceManager/DevelopmentCentreHead,
BroseIndiaAutomotiveSystemsPvt.Ltd.
PhaseI,Hinjewadi,
Pune-411057
Contact:+912030437801

Mr.SushankNaik
FrontOfficeManager,
HotelLeRoyaleResidency
PhaseI,Hinjewadi,
Pune-411057
Contact:+912040262626

Mr.HemantKapil
Asst.RestaurantManager,
BurgerKing,Chessington,
London.UnitedKingdom.
Contact:0044137274437
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