+¢ Profile Summary: -

R

% Seeking a deserving profile in the
hospitality sector, where | can

Education Background: -

M.S.C. in Hotel Management Catering Technology & Tourism
from Punjab Technical University Jalandhar (Punjab.) from 2012
to 2014.

RS-CIT in basic computer application from Vardhman Mahaveer
Open University Kota (Raj.) in 2013.

Graduation in Art from Rajasthan University Jaipur in 2011.
DPA in Accounting & Tally from IPAM from Alwar (Raj.) in 2010.
High School from Rajasthan Board Ajmer in 2008.

Role & Responsibilities: -
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Greets and assists the VIP guests of the hotel and Performs
special services for VIP Guests.

Checks cleanliness of lobby and public areas, lights and as
well as front office staff.

Checks on registration cards of arriving guests and ensures all
information are filled up.

Assists in sending guest messages, emails or faxes.

Gives the instructions to the Night Reception, during the high
occupancy periods.

Assists in handling room lock problems.

Coordinates with all departments.

Operates the front office computer system in order to assist
front office attendants.

Handles guest complaints and other related problems.
Assists reception, business centre, cashier, concierge and bell
captain during they are busy.

Answers guests inquires, handles complaints and attend to
the needs of the guests.

Approves and sign for allowances, rebates etc., as required by
Front Office Cashier.

Authorises charges to be made for late departures and/or
compliments on them.

Promotes and maintains good public relations.

Motivates and maintains good staff relations.

Maintains and be guided of hotel policy on credit/lost and
found hotel guest’s properties.

Follow up in credits check report, liaise with credits manager.
To Responsible for front office operation during the absence
of Front Office Manager (HOD).

Approves the working schedule for the front office
attendants.

Assigns and Approves Duty roster for all Front Desk Staff.
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Work Experience: -

Econostay Misty Oaks Resort by Crimson Hotel in Nainital (UK)

Duty Manager
09 Jan. 2020 to 30th March 2020
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Delice Hotel by Crimson Hotels in Bhilwara (Rajasthan)

Front Office Executive
30" May 2019 to 02" Dec. 2019
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Tree House Resort, Club & Spa Bhiwadi in (Rajasthan)

Front Office Supervisor
13" Oct. 2018 to 30" April 2019
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Lemon Tree Hotels Alwar in (Rajasthan)

Guest Service Associate.
21 September 2017 to 30" Sept. 2018
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MGB Hotels (Before Clarks inn) in Alwar (Rajasthan)

Front Office Assistant
15 Feb. 2015 to 20t Sept.2017
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Mansingh Palace Hotel in Jaipur (Rajasthan)

Journal Training in F&B Service
01th April 2014 to 30 June 2014
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Jaypee Palace hotel Agra in (Uttarprades)

Industrial Training in all major departments
10™Oct. 2013 to 12™March 2014

Awards & Achievements: -

Two times achieved employee of the month in MGB Hotels.
One time achieved best guest appreciation letter in Lemon
Tree Hotel.

One time achieved employee of the month in Tree House
Resort, Club & Spa.




