
RESUME

KALPANATRIGUNAYAT ktrigunayat0@gmail.com
MobileNo:8840196722

OBJECTIVES

A highlymotivated experienced,resultoriented professionalwith demonstrated
abilityinOperations,Management,cost&salesanalysis,Forecastingaswellas
developingandmaintainingeffectiverelationshipatlevels.

PROFILE:

A Team playerwith track record ofbusting Profit,Revenue,Efficiency,Yield
managementandensuringcustomersatisfactionandretention.Adecisionmaker
andeffectiveproblem solver.Abilityinidentificationandexploitationofprofitable
businessoperations.Possessstrongleadership,communicationandinterpersonal
skills.Anachieverwithaninnovativeandaglobalperspective.

AREASOFEXPERTISE:
 Excellentinterpersonal&organizationalskills.
 Creativeproblem solvingskills.
 Cleanconcisewrittenandverbalcommunicationalskills.
 Createcourteous,friendly,professionalworkenvironment.
 Abilitytoquicklyevaluatealternativesanddecideonaplanofaction.
 Excellenttimemanagementskills.
 Demonstratedabilitytoleadbyexample.
 Excellentsafetyandsanitationskills.



ProfessionalExperience:

“HotelTridev”,Varanasi,India-AUnitofBalajiInfracarePvt.Ltd.

(From 19/09/2019totilldate)

PersonalSecretaryToGM Cum GUESTRELATIONMANAGER

Successfullycontinuing asPersonalSecretaryTo GM Cum GUEST RELATION
MANAGERatHotelTridev,Varanasi“AUnitOfBalajiInfracarePvtLtd”.Having45
rooms,02restaurantsoutofthatoneisof84coversandotheroneis18coverCafé
.Having04banquethallstoaccommodate-10paxto1000pax.

 Responsibilities.

 ReportingtoGM anddoallhisdailymeetingscheduleofthedayasperthe
timingandattendmorningmeetingat10am.

 Goforroundofthepropertyandmakesurethatallclearancesofroom
servicesandcleaningandplacementofareasareuptostandard.

 AnydeviationtobeintimatedtoconcernHODandifyetnotbeencorrected
ontimetobereportedtoGM forfurtheractions.

 Ensure fullcompliance to Hoteloperating controls,SOP’s,policies,
proceduresandservicestandards.

 Welcome guests during check-in and giving a found to guestwhile
checkout.

 Handingguestcomplaintsandconcernsinanefficientandtimelymanner.

 OverseeingVIPguests,arrivalsanddepartures.

 Coordinatingandmulti-taskingjobdutiesinanefficientandtimelymanner.

 Shouldpossessdetailedinformationaboutthehotel,cityaswellasthe
competition.

 Providingexcellentcustomerserviceasperhotelstandards.



 Providinginformationregardingthehotel,townattractions,activitiesetc.

 Checkonreservations,completetheirpre-reservationformalities.

 Maintainup-todateinformationonroom ratescurrentpromotionsoffers
andpackages.

 Maintainallguestfoliosinthemannerinstructedandtypeoutnecessary
guestlikesanddislikestotheappropriatefieldsontheprofile.

 Co-ordinatewithhousekeepingforclearingofrooms.

 CollectGuestfeedbackduringguestdeparturealongwithhislikeand
dislikes.

 Ensurethatallcheck-insandcheck-outarehandledsmoothlywithout
unnecessarydelayorDiscomforttoanyguest.

 Shouldbeabletohandleallguestswithoutbiasorprejudice.

 Followthehouseruleandpolicieslaiddownbythemanagement.

 Adheretostrictstaffgroomingandhygienestandards.

 Consciouslyandcontinuouslystrivetobetterhis/herskillsandincrease
his/herknowledge.

 Mustpossessstrongorganizationtimemanagementskills,attentionto
detail.Positiveattitudeandoutgoingpersonalityisessential.

 Personable,enthusiastic,self-motivatedandabletoworkindependently.

 Observant,discriminatinganddetail-oriented

 Abilityto understand and carryoutoraland written instructions and
requestclarificationwhenneeded.

 Stronginterpersonalandorganizationalskills.

 Handlingcomplaints,andoverseetheservicerecoveryprocedures.

 Ensurealldecisionsaremadein thebestinterestofthehotelsand
management.

 Developingimprovementactionscarryoutcostssavings.

‘HOTELRKGRAND,SIGRA,VARANASI’



(From 1/04/2019to17/09/2019)

BanquetSalesCum OperationManager

Worked asBanquetSalesCum Operation ManageratHotelRK GRAND,Sigra,
Varanasi”.Havingonly22rooms,01restaurants,01OpenTerrace and01Banquet
Hall.

 Responsibilities

 ReportingGM fordaytodayoperationandaddresstheissuetoresolve.

 Overseetheoperationsfunctionsofthehotel,aspertheOrganizational
chart.

 Holdregularbriefingsandmeetingswithallheadofdepartments.

 Ensure fullcompliance to Hoteloperating controls,SOP’s,policies,
proceduresandservicestandards.

 PreparingandanalyzingtherevenueandotherMISreports,toevaluatethe
performanceofmenusandindividualproductsaswellasensurecost-
efficientoperations. 

 Training,motivatingandmanagingtheemployees. 
 Ensuringmaintenanceofguesthistorysystem
 Ensuringcustomersatisfactionviaevaluationof“GuestFeedbackSystem”
 Takebanquetbookingmakingsuretheprofitandkeepingeyeonmarket.

Overseetheoperationofbanquetgosmooth.

“HotelMadin”,Varanasi,UttarPradesh

(From 15/05/16to30/03/2019)

PersonalSecretaryToGM Cum GUESTRELATIONMANAGER

WorkedatHotelMadin,Varanasi,oneofthe5starhotelfacilitatedinCityasPersona
Secretary To GM Cum GUEST RELATION MANAGER.The property is having
inventoryof85rooms,04Banquethallstocater50paxto1000pax,04Restaurants,
One Baralong with rooftop swimming pool.Itook the maximum range of



responsibilitytomakebestoftheservicesdriventowardseachandeveryguest.

 Responsibilities

 ReportingtoGM anddoallhisdailymeetingscheduleofthedayasperthe
timingandattendmorningmeetingat10am.

 Goforroundofthepropertyandmakesurethatallclearancesofroom
servicesandcleaningandplacementofareasareuptostandard.

 AnydeviationtobeintimatedtoconcernHODandifyetnotbeencorrected
ontimetobereportedtoGM forfurtheractions.

 Ensure fullcompliance to Hoteloperating controls,SOP’s,policies,
proceduresandservicestandards.

 Welcome guests during check-in and giving a found to guestwhile
checkout.

 Handingguestcomplaintsandconcernsinanefficientandtimelymanner.

 OverseeingVIPguests,arrivalsanddepartures.

 Coordinatingandmulti-taskingjobdutiesinanefficientandtimelymanner.

 Shouldpossessdetailedinformationaboutthehotel,cityaswellasthe
competition.

 Providingexcellentcustomerserviceasperhotelstandards.

 Providinginformationregardingthehotel,townattractions,activitiesetc.

 Checkonreservations,completetheirpre-reservationformalities.

 Maintainup-todateinformationonroom ratescurrentpromotionsoffers
andpackages.

 Maintainallguestfoliosinthemannerinstructedandtypeoutnecessary
guestlikesanddislikestotheappropriatefieldsontheprofile.

 Co-ordinatewithhousekeepingforclearingofrooms.

 CollectGuestfeedbackduringguestdeparturealongwithhislikeand
dislikes.

 Ensurethatallcheck-insandcheck-outarehandledsmoothlywithout
unnecessarydelayorDiscomforttoanyguest.

 Shouldbeabletohandleallguestswithoutbiasorprejudice.



 Followthehouseruleandpolicieslaiddownbythemanagement.

 Adheretostrictstaffgroomingandhygienestandards.

 Consciouslyandcontinuouslystrivetobetterhis/herskillsandincrease
his/herknowledge.

 Mustpossessstrongorganizationtimemanagementskills,attentionto
detail.Positiveattitudeandoutgoingpersonalityisessential.

 Personable,enthusiastic,self-motivatedandabletoworkindependently.

 Observant,discriminatinganddetail-oriented

 Abilityto understand and carryoutoraland written instructions and
requestclarificationwhenneeded.

 Stronginterpersonalandorganizationalskills.

 Handlingcomplaints,andoverseetheservicerecoveryprocedures.

 Ensurealldecisionsaremadein thebestinterestofthehotelsand
management.

 Developingimprovementactionscarryoutcostssavings.

QualityInnDVManor,Vijaywada-AunitofchoicehotelsInternational,USA (1st

May2012TO30thApril2016)

JoinedasHOTandleftasGuestRelationExecutive

Responsibilities:
 Aftertrainingitwasfirstjobasastafftriedtolearnasmuchicanand

attendedalltrainingclasseshereforbetteronjobtrainingandknowledge.
 GotpromotedasGuestRelationExecutiveaftertwoyearsofexperienceand

tookchargeoftheFrontOfficedepartmentreportingtoFrontOfficeManager
 Supervising the delivery of customer services, assuring world-class

experienceofthehotel’scustomers.
 Coordinatingwithotherdepartmentstoensuresmoothfunctioningofthe

departments.



ndustrialtrainingfrom

QualityHotelDVManaor

From 01/11/2011 TO30/04/2012

 

EDUCATIONALQUALIFICATION:

NameoftheInstitute Examination

InstituteofHotelManagement,Hyderabad,Andhra

Pradesh

IHM,Hyderabad

D.D.UGorakhpurUniversity,Gorakhpur,UttarPradesh B.A

PERSONALPROFILES:

DateofBirth :October10,1992

Father’sName :Mr.Prem ShankarTrigunayat

PermanentAddress: SoobaBazar,Kuranghat,Gorakhpur,UttarPradesh,PIN-

273008

Sex/Nationality :Female/Indian

LanguageKnown :English&Hindi

DECLARATION

Idoherebydeclarethatthefactmentionedaboveistruethebestofmyknowledge&

brief.

(KalpanaTrigunayat)


