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MANISH KHANNA

OBJECTIVE:

To lead and manage a dedicated team and produce results within the time frame and the resources made available by the organization. Work for a company, which is in constant exchange with consumer buying behavior and also the strategies of their own competitors with whom they share the market.

PROFESSIONAL EXPERIENCE:
Carolinas Hospitality Services Pvt. Ltd.
Sales & Operations Manager (April 2015 to August 2021)
· To maximize hotel revenue through the implementation of individual & group inventory management and pricing strategies.
· To maximize rooms revenue given a RevPAR perspective
· Ensuring room tariff compete with competitors room rates & All OTA’s. 
· Successfully produce the most efficient business mix whilst maximizing average rate.
· Work alongside the DOS to compile the hotel annual business plan and setting of accommodation revenue lines on a yearly basis in line with the company guidelines.
· Responsible for accurate forecast, trend analysis and sales strategies so that product availability and price are maximized at all times.
· React to any shortfalls against budget and co-ordinate implementation of tactical offers.
· To manage inventory through proper management of CRS, Internet point of sale, PMS and all other distribution channels.
· Ensuring No Rate parity between brand websites & OTA’s.
· Competitor pricing & Knowledge for all markets segments & seasonal rate positioning within the hotels competitive set. 

· To consult third party intermediaries to gain maximum exposure & revenue
· Support and work with all unit General Managers in all aspects of running the hotels.
· Providing operations & financial reports to Leadership on daily, weekly, Bi-Monthly & Monthly basis.
· Conduct regular operations team meeting with all the General Managers weekly to      discuss routine operational matters, sales targets, GSTS feedback / RSTS feedbacks and    action taken for service recovery, and any staff issues.
· Payroll Analysis.
· Ensuring all guest reviews will be acknowledged within stimulated time.
· Verifying Exceptions for Revenue, Labor Cost, Overtime & Guest reviews on daily & weekly basis. 
· Monitor and maintain operation & overhead cost in order to maintain maximum revenue to the organization.
· Ensure SOP implementation in all departments and check the same during routine operational checks. 
Anya Hotels & Resorts

42 Golf Course Road, Sector 43, Guru Gram
Duty Manager (July2014 till Dec 2014)

· Ensures all employees are aware of company policies and procedures.

· Monitors performance of front office personnel and systems. 

· Trains front office employees on operational requirements, telephone procedures, night audit procedures and daily express check-in/check-out reservations, safety and emergency procedures.

· Ensures employees are aware of the high standards required of the front office and bell staff and that each presents themselves in a professional manner, both in appearance and attitude. 

· Participates in Manager on Duty (MOD) program.

· Controls the selling of rooms and rates directly and through the reservation system to obtain maximum occupancy and revenue
· Provide exceptional guest service to all guests, setting the standard for front desk staff to follow.

· Supervise front desk staff (along with shuttle van and security staff where applicable) to include recruitment, orientation, training, scheduling, performance management, counseling and other team member relations issues.

· Maintain personal contact with guests, clients and community organizations to ensure guest loyalty.

· Budgeting & Forecasting room occupancy & revenue.

· Taking care of Web Portals, installations as well as operationally.

· In absence of General Manager plays a role of officiating General Manager.
The Metropolitan Hotel & SPA (189 Rooms)

Bangla Sahib Road, New Delhi

Duty Manager (August 2012 till January 2014)

· Oversee all Front Office operations to ensure profitability, control costs and quality standards to ensure total guest satisfaction.
· Schedule employees to ensure proper coverage and ensure all guest issues are handled and appropriately followed up on effectively and efficiently.
· Motivate all Front Office personnel with the daily supervision to include staffing, training, discipline, scheduling and visually monitoring performance to ensure adherence to all service and productivity standards to provide guest satisfaction. 
· Duties may also include training and staff development to ensure all staff is properly trained on systems, security and cash handling procedures, and service standards and have the tools and equipment needed to effectively carry out their job functions.
· Assist in managing hotel revenue generation and maximization through full utilization of company systems, business processes and specifications.
· Implement and monitor all corporate marketing programs. 
· Ensure that employees are always attentive, friendly, helpful and courteous to all guests, managers and other employees.

· Organize and conduct pre-shift and departmental meetings to disseminate pertinent information. Attend other hotel meetings as deemed necessary. 
· Consistent monitoring of hotel and troubleshooting problems. 
· Maintains up-to-date status on in-house groups, functions, arrivals and departures. Reviews VIP arrivals and makes certain that guest’s needs for special requests are met. 
Park Plaza Hari Nagar (57 Rooms)

Sub District Center, Hari Nagar, New Delhi

Duty Manager (October 2010 till February 2011)

·  Ensuring and providing a positive guest experience at check-in and checkout.

·  Respond to all guest requests, problems, complaints and/or accidents presented to                     the Front Desk in a timely manner

· Motivate, coach, counsel and discipline all Guest Service employees. Develop front office staff for future opportunities.

· Ongoing staff training in front office procedures including guest service.

· Ensure that employees are always attentive, friendly, helpful and courteous to all guests, managers and other employees

· Maximize room revenue and occupancy daily

· Ensure no-show revenue is maximized 

· Ensure staff greet and welcome guests approaching the Front Desk

· Check guests in/out hotel as necessary 

· Monitor selling status of house daily 

· Follow and enforce all Hotel credit policies 

· Ensure correct and accurate cash handling at the Front Desk 

· Monitor out of order/service and show rooms 

· Understand and implement rooms merchandising 

· Monitor all VIP's and special requests
· Check and control room reservations, front office systems, and supplies inventory,   scheduling, forecasting and department budget to maximize revenue.
· Compile and prepare financial reports, including rate and availability calendar.
· Perform room inspections, which require bending, stooping, reaching overhead and moving throughout guest floors. 
Jaypee Vasant Continental (119 Rooms)

Vasant Vihar, New Delhi

Team Leader (January 2007 till October 2010)

· Monitoring and controlling room’s position. 

· Calculate room availability position and advise reservation.

· Credit limit follow-up for in-house guests.

· Coordination with other departments for achieving complete guest satisfaction and smooth operations.

· Ensure that all the operational standards set for all the processes are followed.

· Co-ordination of the VIP and Delegation movements to ensure smooth functioning of day-to-day services.

· Development and imparting training to the work force. Effectively supervise through counseling, motivation and training to ensure team spirit and optimum resource allocation.

· Overlooking the night audit process to check any variances and discrepancies.

· Maintain and turn in control records and reports specified by the management.

· Implementing and compilation of standards, procedures and policies to be adhered to within the department.
Vivanta by Taj - Ambassador (88 Rooms)

Sujan Singh park, Subramanian Bharti Marg, New Delhi

Front Office Assistant (October2005 till December2006)

· To relieve Duty Managers and work as an acting Duty Manager.

· Supervising all Front Office activities Like Reception, Guest Relations, Cashiering, Telephones, Bell Desk and Travel Desk.

· Generate various reports such as Market wise productivity, Room Sales Report, Room rate category report, Month end reports, Productivity reports etc.

· Keeping a track with the Financial Auditor (internal) for cash and forex discrepancies.

· Execute work and responsibilities and ensure smooth functioning of the department and providing required support and guidance. 

· Handling Night Audit (lone handler of night audit as well as front office operations in the organization).

Taj Chandigarh (149 Rooms)

Block No.9, Sector 17A, Chandigarh

Guest Service Assistant (February2005 till September 2005)

· Supervising all Front Office activities Like Reception, Guest Relations, Cashiering, Telephones, Bell Desk and Travel Desk.

· Generate various reports such as Market wise productivity, Room Sales Report, Room rate category report, Month end reports, Productivity reports etc.

· Keeping a track with the Financial Auditor (internal) for cash and forex discrepancies.

· Execute work and responsibilities and ensure smooth functioning of the department and providing required support and guidance. 

· Handling central reservation system and Global Distribution system.

· Handling Night Audit (lone handler of night audit as well as front office operations in the organization).

· Monitoring stores requisition / indent.

· Member of preopening team from front office.

The Bristol Hotel (84 Rooms)

DLF Phase –I, Guru gram, Haryana

Guest Service Assistant (December 2004 till February 2005)

· Act as a bridge between the Guest & the Management, keeping in mind the benefit of the hotel and ensuring 100% guest satisfaction.

· Responsible for entire front desk operations such as reservation, check-in, check-out and concierge.

· Handling of Night Audit.

· To review and analyze different report and important figures.

· To provide personal attention for room movement and to monitor the room status.

· Responsible for making Daily performance report

The Taj Palace Hotel (402 Rooms)

Sardar Patel Marg, Diplomatic Enclave, New Delhi

Apprentice- Front office (September 2002 till September 2004)

· Done on Job Training in Various departments at Front Office.  
Rajeev & Dinesh Associates, New Delhi

Audit cum Accounts Assistant (August 2000- August 2002)

      Operating Tally (Book writing of different parties)

· Maintaining Cash Book and Ledger A/c (different parties)

· Computerized preparation of vouchers

· Done Monthly Claim Audit of 12 NIIT centers in Delhi independently. Handling ‘Project Simplification’ with NIIT Ltd.

ENTREPRENEUR EXPERIENCE:

· Worked as an entrepreneur at Indian food court, Rajouri Garden New Delhi from February 2011 till July 2012.
EDUCATIONAL QUALIFICATION:

· M.B.A in Sales & Marketing & Human Resources from National Institute of Management, New Delhi-2007-2009  

· Diploma in Business Administration from National Institute of Management, New Delhi-2005-2007  

· Bachelor of Hotel Management from PUSA Institute Specialization in Front Office Management – New Delhi (India) 2002 – 2004.

· Completed class XII, Air Force Senior Secondary School, Racecourse New Delhi.

COMPUTER SKILLS:

· Windows 7, Fidelio, Opera, Win Hms, IDS & Micros.
TRAINING PROGRAMS ATTENDED:

· Successfully completed training specialization in Front Office & attended workshops on communication Skills, courtesy, Personal Grooming, Complaint handling, Tap Me & Art of Hospitality organized & conducted by Taj Management Training Program Team.

· Successfully done OPERA Training in Vasant Continental and helped installing the same.

ACHIVEMENTS:

· Was acknowledged for outstanding and Extra-ordinary service and hospitality by General Manager, Taj Hotels, Resorts and Palaces.

· Received appreciation letter from COO Business Division on the inception of TBEM as an active team member. 

· My entire experience helped me to build and develop my quantitative and analytical skills. My dealing with the guests helped me to be an effective communicator, an attentive listener showing patience and diplomacy. The position requires considerable amount of responsibility.

PERSONNEL DETAILS:

Date of Birth     - 10th August 1983

Marital Status   - Married 

Nationality        - Indian
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