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Working in an esteem organisation which will enable me to excel in the field of customer service where my effective interpersonal and communication skills will create a benchmark for myself in the industry and benefit the organisation I am working for.
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· Worked as a Guest Service Associate - Front Office at The Zuri Whitefield, Bangalore from June 2017- July 2019.
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
· Worked as a (Facility Cordinator) - FIS Bangalore from August 2019- March 2020 .
· 
· Worked as an Admin and Hr executive in Vista Consoles Electronics Pvt. Ltd. Noida from September 2020 - April 2022.
· 
· Worked as a Front Desk Executive (Administration) from April 2023-May 2023.
· 
· 




2017 June-2019 July. 
GSA  -  FRONT  OFFICE
The Zuri Whitefield, Bangalore, Karnataka

The Zuri Whitefield Bengaluru is 5 star business Hotel with 162 keys and 5 F&B Outlets.

· Oversee the Front Office department in absence of Front Office Supervisor.

· Conducting shift briefings for smooth Operations.

· Keeping a daily track of Trip advisor ratings and I Prefer loyalty program enrollments.
· Checking cleanliness of the Lobby and public areas, appearance and behavior of Front Desk staffs.





· Checking registration cards for all arrival guests to ensure all details are correct and guest bills on departure.
· Maintaining checklist for all operational procedures including check in, check outs and escorting of guests.
· Assisting Front Desk operations during busy times. (Group handling).
· Keeping a track of all guest feedbacks and complaints and ensure they are handled promptly and resolved.
· Making training calendar, conducting team briefings and training
about SOP’s and emergency procedures.
· Keeping a track of all reservations, cancellations, no-shows and early departures
· Checking of VIP guest room
· Making allowance report.
· Handling group Arrival & Departure
· Handling guest complains without pass on to the next hierarchy.



April 2019- July 2019	Got Promoted as a Team Leader – Front Office


· Monitoring all sort of guest feedbacks, ensuring prompts actions and initiate follow-ups.
· Monitoring guest pre-arrival/ arrival movement. Ensuring prompt and flawless service.
· Conducting shift briefings for smooth Operations.
· Responsible for monitoring day to day operations of front desk, guest relations and concierge.
· Assisting Front Desk operations during busy times. (Group handling).
· Making training calendar, conducting team briefings and training about SOP’s and emergency procedures.
· Keeping a track of all reservations, cancellations, no-shows and early departures
· 	Checking rate variance report, night audit and preparing morning reports for the next day.



August 2019- February 2020	Client Name : Fidelity Information Services
Designation : Facility Cordinator

· Responsible for all aspects of the day to day running of the filing , copying, report writing.
· Assisting the admin manager in performing the office work.
· Responsible for updating VMS (Visitor Management System)
· Responsible to check the availablity of the stationery their ordering.
· Stationary Procurement and distributions.
· Meeting room reservations





· Refreshments arrangements
· Maintaining medicine and First Aid kit.
· Updating the registers ( lost & found register, key register, Material Inward and Outward register)
· Courier management
· Cafeteria management


· September 2020- April 2022
·  Client Name-Vista Consoles Electronics Pvt Ltd.

· Acting as a point of contact among employees, clients.
· Managning calendars and setup meetings.
· Preparing expense report monthly, quarterly, annualy.
· Preparing MOM's, Presentations, reports.
· Screen and direct phone calls, responding to emails.
· Organize and maintain office filling.
· Arrange corporate events internally and externally.
· Preparing expense report. monthly, quarterly,annualy.
· On time submission of vendor invoice.
· Ensure all contracts to be monitored and processing for renewal.
· Preparing PO/ PI  for purchasing ofoffice assests.
· Confirm restaurant reservations for senior staffs.
· Responsible for all aspects of the day to and  day running of the filing ,copying, report writing.
· Assisting the admin manager in performing the office work.
· Responsible to check the availablity of the stationery their ordering.
· Stationary Procurement and distributions.
· Meeting room reservations
· Refreshments arrangements
· Maintaining medicine and First Aid kit.
· Travel management, Visa arrangements.
· Updating the registers ( lost & found register, key register, Material Inward and Outward register)
· Courier management
· Cafeteria management
· Petty Cash Management HR Recurirtment sourcing through online professional network.
· Joining formalities, Exit formalities,  Employee engagement.
Ordering eatries on special occasions, for visitors, occasions, senior spoke person.etc
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· Appreciated by guets on departures in guets comment-card.
· Received appreciation letter from the management for excellent guets services
· Had been nominated twice and awarded for the star of the month.
· Had been nominated for Front Face Of the year.
· Received award for quiz competition.


Oct-2016 to Mar-2017	INDUSTRIAL TRAINING





Vivanta by Taj, Yeshwantpur

· Cross training in different departments.

· Front Office
· Food & Beverage Services
· Food Production
· Housekeeping


2014 - 2017	Course	:	B.Sc. in Hospitality Management Percentage	:	80%
College	:	NSHM Knowledge Campus, Durgapur
University	:	WBUT
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· Opera 5.5.0(PMS)
· Good command on Microsoft office (Excel, Word and PowerPoint)
· Completed Diploma in computer Applications
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A concise list of some of the most valuable professional skills I possess. My tricks of the trade and what I can bring to-

	
	
	
· Multitasking
· Adaptability
· Leadership Skill
· Clear Thinker
· Good judgmental skills
· Flexibility to work
· Team Player
· Time Management
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