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Resume
SHIVAM CHATURVEDI

Contact No.: +91-9687085966,

Email: shivamchaturvedi14@gmail.com

SYNOPSIS:

I am determined Hotel Management, Operations & Administration Professional with good experience, and active person with a pleasing personality and willing to prove my efficiency with earnest sincerity, dedication, devotion and hard work. My real passion for delivering a first rate service to guests and maintaining excellent relationships with them to encourage repeat business. With more than 15 years of good experience and expertise in FOOD AND BEVERAGES MANAGEMENT, OPERATIONS, & SOP, PLANNING, COSTING, ORGANIZING, STAFFING, CONTROLLING, ARRANGEMENTS, BUSINESS OPERATIONS, ADMINISTRATION Etc.

SKILLS
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	Hotel/Resort
	Management-Including
	multiple
	Food & Beverages Management including Restaurant, Bar,

	departmental Operations & Administration like F&B
	Pub/discotheque/Lounge, Coffee Shop, large Weddings,

	services, F&B
	Operation, Pub/Lounge/Discotheque
	Banquets, Mice , Food Cost, Inventory & Stock, ODC s,

	Operations & Management, sales and marketing,
	Staff Management & Revenues,
	Cost Control,
	Menu

	accounting, housekeeping services, guest relations,
	Design, development and Menu selling, Outdoor Catering

	kitchen  management,  HR,  Stores,  Security,
	Administration, Planning, Takeaway Menu & Parcel

	Maintenance, Outdoor Catering, Parcel Services
	Services, Outdoor Catering Services, Staffing, Overall

	Planning, Organizing, Staffing, Training, Controlling,
	Control etc.
	
	
	
	
	
	

	Arrangements, Review of services and development.
	General Management, Administration, Facilities
	Guest

	Financial management-Planning, Costing, Policies,
	
	

	
	House Management, canteen, Facility Management, VVIP

	Procedures, Implementations, P&L, Capex & opex
	Arrangements & Security Services, MEP & Preventive

	control and management. Services, Control. Work
	Maintenance,
	Vehicle
	/Transportation
	Management,

	Audits, Payments & Reports, and Inventory Controls,
	Vendor/Supplier Management & Controls, Events & Staff

	Asset Management & Maintenance, and Audits-
	Welfare's, Budgeting, Planning, Cost Controls, Staffing,

	Independent  examination  of  books, accounts,
	Controlling and Essential Arrangements,
	Environment,

	statutory records, documents and vouchers by
	Health and safety Procedure, Fire Safety System, Security,

	auditors or self.
	
	
	Maintenance, Testing Inspections, Cleaning (daily, weekly,

	Housekeeping Management & Services-Rooms-Guest
	monthly), Operational (Day to day building management),

	
	escalation procedure, Business continuity planning, Space

	House, Building Premises, Plant cleaning system and
	allocation and changes, fire safety arrangements, Energy

	procedures-Acoustic  cleaning,  Carpet  cleaning,
	Management,
	Signage s,
	Ventilation
	Provisions,

	Commercial cleaning process by vendors, End of
	temperature control, welfare arrangements, Vending

	tenancy cleaning, Exterior cleaning, Oxy Flame
	Services, Catering Arrangements, Plant Operations,

	cleaning, Floor cleaning, Green cleaning (Plants), Roof
	Property Management, Property Maintenance, Building

	cleaning, Wet cleaning, Dish-washing, Gardening,
	information
	modeling,
	Computerized
	maintenance

	Home appliance
	cleaning,  Home maintenance,
	management
	system,
	Janitor
	Services,
	Vendor

	Servant or Maid Management, Plumbing work,
	Management, Inventory System, Pantry Services, Office

	Checklist
	implementations,
	Work
	Management,
	Office
	Boy
	Arrangements,
	DAK

	Scheduling,Manpower Management,
	Linen Room
	Management, Misc. Services. etc.
	
	
	
	

	Arrangement & System for Uniforms, Curtains,
	
	
	
	
	
	
	

	Upholsterers, General Maintenance.
	
	
	
	
	
	
	
	


Education & Qualifications
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Hospitality Management (HM)

Institution/University : Ram Institute Of Hotel Management & Catering Technology

Under Chaudhary Charan Singh University, Meerut, UP

Years : 2000-2004 ( Hotel Management)

Current Employer :

	OYO Hotels & Homes
	Pvt. Ltd. (Weddingz.in)
	Location: Chandigarh-Punjab

	WSOB-GENERAL MANAGER OPERATIONS
	Since : 4th November, 2019 till March21


· Responsible for day to day operational activities, Management & Administration of the venue
· General Office administration and coordination with management for approvals & financial improvements
· Taking care of daily functions at the Venue coordinating with Caterers,
· Decorators and other vendors on regular basis,
· Preparing event estimation, event P&L of every function taking place at my venue.
· Setting up SOP’s as per company guideline Responsible for creating a positive and fruitful environment.
· Hold regular briefings and meetings with all head of departments.
· Ensure full compliance of the venue controls, SOP’s, policies, procedures and service standards.
· Lead all key property issues including capital projects, customer service and refurbishment.
· Handling complaints, and oversee the service recovery procedures.
· Responsible for the preparation, presentation and subsequent achievement of the venue annual Operating Budget, Marketing & Sales Plan and Capital Budget.
· Manage on-going profitability of the venue, ensuring revenue and guest satisfaction targets are met and exceeded.
· Developing improvement actions, carry out costs savings.
· A strong understanding of P&L statements and the ability to react with impactful strategies
· Closely monitoring the revenues and reports on a daily basis and take decisions accordingly.
· Ensure that monthly financial outlooks for Rooms,Food & Beverage, Admin & General, on target and accurate.
· Prepare a monthly financial reporting for the owners and stake holders.
· Draw up plans and budget (revenues, costs, etc.) for the owners.
· Helping in the procurement of operating supplies and equipment, and contracting with third-party vendors for essential equipment's and services.
· Act as a final decision maker in hiring a key staffs.
· Coordination with Hod's for the execution of all activities and functions.
· Overseeing and managing all departments and working closely with department heads on a daily basis.
· Manage and develop the Hotel Executive team to ensure career progression and development.
· Be accountable for responsibilities of department heads and take ownership of all guest complaints.
· Provide effective leadership to hotel team members.
· Lead in all aspects of business planning.
· Respond to audits to ensure continual improvement is achieved.
· Corporate client handling and take part in new client acquisition along with the sales team whenever required.
· Assisting in residential sales as and when required and development with strong sales prospects.
· Responsible for safeguarding the quality of operations both (internal & external audits).
· Responsible for legalization, Occupational Health & Safety Act, fire regulations and other legal requirements.
Employment History

7. GERMAN PALACE
(3 Star Business Hotel)
Location: Gandhi Na gar-Gujarat

Food & Beverages Manager-F&B Operations
Since : 4th August, 2019 to 31st October, 2019

· Responsible for day to day operations of all the FB Outlets & Banquets outlets of the Property
· Planning, prioritizing, organizing and controlling day to day banquet Operations.
· Providing the team with a clear direction with effective communication and Dealing with the guests.
· Handle guest queries and complaints and Achieving guest satisfaction levels as per standards.
· Maintain a good working cross functional relationship across departments.
· Ensuring compliance with pre-set quality & hygiene standards as well as aesthetic presentation of F&B.
· Leading the banquet & restaurant’s operation team.
· Conducts function review with guests; adjusts specifications as necessary and follows up to insure all details are correct.
· Building and maintaining cordial relationship with guests, management companies and maximizing their experience.
· Finalizing function details with the guests and event management companies.
· Enhancing guest experience in order to create loyalty and strengthen professional relationships for repeat business opportunities.
· Inventory on regular bases of beverages,linen and stocks.
· Coordination with Food production staff for menu of the day on regular bases.
	6.
	Inder Residency
	(5 Star Business Hotel)
	Location: Ahemedabad,-Gujarat

	
	Banquet Manager-F&B Operations
	Since : 5th December, 2015 to 30 July, 2019

	5.
	Neesa Group of Hotels & Resorts
	Location: Gandhi nagar,-Gujarat

	
	Cambay Spa & Resort (5 Star Business Hotel)
	

	
	Banquet Manager-F&B Operations
	Since : 4th December, 2014 to 30 November,

	
	
	2015

	4.
	Inder Residency
	(5 Star Business Hotel)
	Location: Ahemedabad,-Gujarat

	
	Banquet Manager-F&B Operations
	Since : 13th October, 2013 to 30th November,

	
	
	2014

	3.
	Jaliyan Banquet and Dinning(Group Of Restaurant)
	Location: Ahemedabad,-Gujarat

	
	Restaurant Manager-F&B Operations
	Since : 1st May, 2012 to 10th  October, 2013

	2.
	The Metro-pole Hotel (4 Star Business Hotel)
	Location: Ahemedabad,-Gujarat

	
	Banquet Manager-F&B Operations
	Since : 1st April, 2010 to 1st April, 2012

	1.
	HOTEL LANDMARK (3 Star Business Hotel)
	Location: Gwalior,-M.P.

	
	F&B Executive-F&B Operations
	Since : 1st December,2006 to 29th March, 2010

	INDUCTION & ON JOB TRAINNING
	Location: Ahemedabad,-Gujarat

	Le Meridian (5 Star Business Hotel)
	

	Training as -Hotel Operations (HOT)
	Since : 2005-2007 (18 MONTHS)

	
	CENTAUR HOTELS
	
	Location: DELHI

	
	Industrial Training(IT)
	
	2 MONTHS

	Manu Maharani (BABA GROUPS)
	Location: Nainital(UATTARANCHAL)

	Training as -Hotel Operations (HOT)
	4 MONTHS


· Done no. of O.D.C. in 4 Star Classified Hotels “MADHUVAN” Dehradun “A GROUP OF BEST WESTERN”
COMPUTER & TECHNICAL SKILLS
CO-CURRICULAR ACTIVITIES & INTERESTS

SWIMMING,CRICKET,BILLARDS
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Window-Microsoft Word, Microsoft Excel,

Power Point

IDS,FIDELIO,HMS,PMS

	
	
	PERSONAL PROFILE
	

	Name
	: SHIVAM CHATURVEDI

	Father s Name
	: Mr.VIJAY CHATURVEDI

	Date of Birth
	: 29TH AUGUST 1981

	Languages Known
	: Hindi, English and Basic French.

	Strength
	: Determined,Confidence,Positive Mental Attitude,Sincere,Honest,Hard Working

	Weakness
	: Sensitive and Familiar oriented

	Permanent Address
	: 324,Johnson Ganj,badshai mandi. Pragraj.(Uttar Pradesh)


Thank you for your patience.

Yours Sincerely,

Shivam Chaturvedi

Contact No.: +91-9687085966

Email:-Shivamchaturevdi14@gmail.com

Date: ___________________.

Place: Chandigarh (UT) India

