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SUROJEET BANERJEE
Front Office Manager
Revenue Manager

PERSONAL SUMMARY

As a Front Office Manager, I have learnt how to manage the team and train them to an extent.
Ensuring the front desk professionalism and the friendly service of my staffs with the guests.
I feel that the Front Office is the area of the hotel where guests form their first and last impressions of the hotel which makes it really important for me to work really hard to create a pleasant experience for guests and  ensure smooth service and with the help of my team I always achieve it.
CONTACT INFORMATION:

Amlabad, Colliery, Dist. Bokaro, 
Jharkhand  - 828303

Mobile +91- 9370886384
E-Mail: banerjee.surojeet69@gmail.com

Skype: ____________


CURRICULUM VITAE
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BAYWATCH RESORT GOA

Front Office Manager, Nov 2018 - June 2021
To be responsible for Front Office Operations
Assist Reservations for updating online portals
Making Monthly reports & MIS
Ensuring the satisfaction of guests
BAYWATCH RESORT GOA

Duty Manager, Nov 2017- Oct 2018

Handling group check-ins and check outs
Staff training and situation handling
Assign Duty Rosters for FOA, GRE, FOS & Bell Desk
Approves and sign for allowances & void bills


THE PRIDE HOTEL CHENNAI
Duty Manager, Mar 2016- Oct 2017
Checks on Guest Registration Cards of arriving guests
Motivates & maintains good staff relations
Ensuring smooth service sequence of check-in/checkouts
Handling complaints & attend to the guests needs
FORTUNE PARK CENTERPOINT JAMSHEDPUR

Front Office Supervisor, Nov 2014- Sept 2015

Taking check-in and check-outs
Maintaining the standards and quality of guest service
Updating of C-Forms
CLARKS INN ALWAR

Front Office Supervisor, July 2012 - Sept 2014

Making day to day arrivals and departures list
Express check-in for VIP guests
Doing smooth check-out and wishing the guests

GREEN PARK CHENNAI

Front Office Assistant, June 2011 - June 2012

Issue room key to guests

Computes bills & collect payments

Makes Supervisor aware of any guest complaints
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PROFESSIONAL SKILLS

Multitasking

Decision-Making
Proactivity
Leadership skills
Highly motivated
Work under Pressure
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CURRENT JOB COMPETENCIES

Staff Training and Situation handling


Assign Duty Roster for FOA, FOS and Bell Desk


Prepares and checks for VIP arrival and escorts guests to rooms


Handles Group Check in and Check out


Promotes and maintains good public relations


Motivates and maintains good staff relations


Checks on Guest registration cards of arriving guests and ensures all information should 

be filled on each cards by FOA


Checks cleanliness of Lobby and Public areas,lights and as well as Front Office Staff in 

proper and orderly appearance and behaviour


Co- ordinates with all departments concerned in order to maintain Front Office 

operations properly


To responsible for Front office operations


Gives the instructions to the night in Reception ,during the high occupancy periods               

regarding walk- in guests and release from blocked because of no-shows


Ensuring a smooth service sequence taking account of the service standards and the satisfaction of guests. Increasing room sales by providing specialist advice and active selling

Assists Reservations for updating online Portals

Assists reception,business centre,cashier and bell desk during they are busy.

Approves and sign for allowances,void bills as required by Duty Manager
Answers guest inquires,handles complaints and attend to the needs of the guests.

Ensure a consistent and convincing standard of service and maintain all the service standards

Active Contribution to service

Guarantee a cost conscious manner of working


Participate in internal meetings and giving training to staffs and Duty Manager as well 

Care of guests from arrival to leaving the hotel in accordance with the standards. 

Making monthly reports and MIS
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            REFERENCES

Mr. Abhishek Tiwary 

Executive HouseKeeper
Howard Johnson (Wyndham Hotels & Resorts)

Mobile No.+91 8248031069

Email id: abhishektiwary148@gmail.com


Mr. Partha Pratim Maity

Asst Executive HouseKeeper
Keys Prima Hotel, Pune

Mobile No. +91 9677261307

Email id – parthapratimmaity1992@gmail.com

Mr. Piyush Prajapati
Digital Marketing Manager
Digital Nomad Inc, Jabalpur

Mobile No. +91 7509999729

Email id – piyushp67@gmail.com



NOTABLE ACHIEVEMENTS
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- Best Manager of the month in Pride Hotel Chennai 2017

- Best Leader of the month in Baywatch Resort Goa 2018

- Passionate & Enthusiastic award in Baywatch Resort Goa 2019
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EDUCATIONAL HISTORY

Madras Institute Of Hotel Management Chennai
Advanced Diploma in Reception Services 2011
TNOU Chennai
B.A Tourism and Travel 2013 ( Distance Mode)

Coal Field College Bhaga
Intermediate 2010
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D.A.V Model School Dhanbad

Higher Secondary 2008

SUCCESS FACTORS

Focus on the Guests
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Foster Teamwork


Communicate Effectively



Work as a Leader


Take Responsibility and ownership


WOW feeling 


