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PROFESSIONAL	OBJECTIVE 	
	
To 	 be 	 the 	 best 	 in 	 the 	 industry 	 and 	 chosen 	 f ie ld , 	 and 	 render 	 my	 dut ies 	 w ith 	 utmost 	
e f fect iveness 	 for 	 the 	 betterment 	 o f 	 the 	 company, 	 and 	 carve 	 a 	 n iche 	 for 	 myse l f 	 in 	 my	
chosen 	 industry . 	
	
WORK	EXPERIENCE	

March 	2015 	– 	Present 	

Hol iday 	 Inn 	Old 	Sydney, 	The 	Rocks , 	Sydney, 	Austra l ia 	

	 	
•  Work ing 	as 	Guest 	Exper ience 	Spec ia l i s t 	 in 	Front 	Of f ice 	department . 	
•  Work ing 	as 	N ight 	Aud i tor 	per forming 	a l l 	n ight 	aud i t 	dut ies 	and 	reconc i l ia t ions . 	
•  Greet 	 a l l 	 guests 	 a t 	 a l l 	 t ime	 in 	 a 	 f r iend ly 	 and 	 he lpfu l 	manner 	 and 	 attempt 	 to 	 learn 	

and 	use 	guest ’s 	name	at 	every 	opportun i ty . 	
•  Perform	 check 	 in 	 and 	 check 	 out 	 room	 changes 	 and 	 other 	 recept ion 	 procedure 	 and 	

ensure 	 a l l 	 data 	 i s 	 entered 	 complete ly 	 in 	 to 	 the 	 hote l 	 system	 in 	 accordance 	 with 	
reservat ion . 	

•  Do	 everyth ing 	 poss ib le 	 to 	 ensure 	 that 	 guests 	 depart 	 the 	 hote l 	 w i th 	 a 	 pos i t ive 	
impress ion 	 i f 	hote l 	 serv ice . 	 	

•  Upse l l 	w i th 	 in 	 the 	hote l 	 through 	rooms	upgrade 	and 	cross 	se l l ing 	 to 	F&B	out let . 	
•  Ensure 	cash-handl ing 	po l icy 	 i s 	 fo l lowed. 	
•  Ensure 	every 	 revenue	opportun i ty 	 i s 	max imized . 	
•  Mainta in 	cash ier 	 f loat 	and 	ensure 	accurate 	da i ly 	 reports 	o f 	a l l 	money 	 rece ived. 	
•  Demonstrate 	awareness 	and 	understand ings 	o f 	OHS&W	pol ic ies 	and 	procedures . 	

	
	
November 	2014 	– 	March 	2015 	

The 	Great 	Southern 	Hote l , 	Sydney, 	Austra l ia 	

	
•  Worked	 in 	Front 	Of f ice 	department 	as 	Casua l 	Guest 	Serv ice 	Agent 	
•  Check 	 the 	guest 	 in 	and 	out 	o f 	 the 	hote l 	accurate ly 	and 	 in 	a 	 t imely 	manner . 	
•  Handle 	 guest 	 inqu ir ies 	 and 	 prov ide 	 in format ion 	 on 	 loca l 	 a t t ract ions 	 and 	 g ive 	

d i rect ions 	as 	 requ ired . 	
•  Ensure 	understands 	 the 	 terms 	and 	cond i t ions 	o f 	 the i r 	book ing . 	
•  Maximiz ing 	sa les 	convers ion 	 rates . 	 	
•  Take 	reservat ions 	as 	 requ ired 	 in 	 the 	absence 	of 	 the 	Reservat ions 	Manager . 	
•  Reconc i les 	 cash ier 	 f loat 	 a t 	 the 	 complet ion 	 of 	 each 	 sh i f t 	 mainta in ing 	 an 	 accurate 	

f loat . 	
•  Communicate 	w ith 	Housekeep ing 	 to 	ensure 	 re levant 	 in format ion 	 i s 	 t ransferred . 	
•  Carry 	out 	n ight 	aud i t 	dut ies 	as 	per 	 the 	bus iness 	need. 	
•  Ensure 	 room	aud i ts 	are 	carr ied 	out 	accurate ly 	and 	on 	a 	da i ly 	bas is . 	
•  Carry 	 out 	 any 	 add i t ion 	 dut ies 	 ass igned 	 by 	 the 	 Ass is tant 	 Manager 	 or 	 Management 	

team. 	
•  Handles 	a l l 	guest 	compla ints 	 immediate ly , 	 courteous ly 	and 	sat i s factor i ly . 	
•  Rece ive 	payments 	 f rom	depart ing 	guests 	and 	process 	as 	per 	company 	manner . 	

	



	
September 	2009 	to 	February 	2014 	

Apeejay 	Surrendra 	Group	 - 	The 	Park 	Hote ls , 	Chennai , 	 Ind ia 	

	
•  Jo ined 	 as 	 Guest 	 Serv ices 	 Agent 	 in 	 Front 	 Of f ice 	 Department 	 and 	 la ter 	 sh i f ted 	 to 	

The 	Res idence 	F loor 	as 	The 	Res idence 	F loor 	Manager . 	
•  In - room	 Check- in 	 and 	 Checks-out 	 guests . 	 Cash ier ing 	 –FOREX, 	 A/R , 	 IOU’S , 	 Pa id 	

Outs , 	Rate 	Var iances . 	
•  Dai ly 	br ie f ing 	 for 	 s ta f fs 	on 	 the 	arr iva l 	o f 	V IP ’s 	and 	other 	Su i te 	 room	guests . 	
•  In -charge 	 of 	 the 	 Rooms	 and 	 the 	 Food	 and 	 Beverage 	 operat ions 	 a t 	 The 	 Res idence 	

Su i tes 	and 	other 	exc lus ive 	Su i tes . 	
•  To 	 persona l ly 	 check 	 the 	 rooms	 pr ior 	 to 	 the 	 arr iva l 	 o f 	 the 	 guest 	 for 	 c lean l iness , 	

room	and 	F&B	amenit ies 	as 	per 	s tandards . 	
•  Ensure 	 i f 	 there 	 i s 	 Board 	 Room	 book ing 	 and 	 not ice 	 to 	 be 	 c i rcu lated 	 to 	 a l l 	

concerned 	departments . 	
•  Coord inat ing 	with 	F&B	serv ice 	and 	K i tchen 	 for 	Food	and 	Beverage 	requ irements . 	

•  In -charge 	 of 	 The 	 Res idence 	 Lounge, 	 Bus iness 	 Center 	 and 	 Board 	 Room	 and 	 the 	
fac i l i t ies 	prov ided 	 there 	 for 	 the 	guests . 	

•  Coord inate 	 for 	 the 	 Happy 	 Hours 	 and 	 meet 	 guests 	 a t 	 The 	 Res idence 	 Lounge 	 on 	 a 	
da i ly 	bas is . 	Obta in 	 feedback 	and 	 in form	the 	same	to 	 the 	D i rector 	o f 	Rooms. 	

June 	2007 	to 	March 	2009 	

Jet 	A irways 	 Ind ia 	Ltd . 	Chennai , 	 Ind ia 	

	 	

•  Worked 	 as 	 a 	 CSA-Customer 	 Serv ice 	 Ass is tant , 	 in 	 var ious 	 departments 	 w ith in 	 the 	
company. 	

•  Have 	 completed 	 Bas ic 	 A i rport 	 Handl ing , 	 Saber 	 Check- In 	 Tra in ing , 	 A i r 	 S ide 	 Safety 	
Program	and 	var ious 	other 	 t ra in ings 	 for 	 the 	betterment 	o f 	 the 	company. 	

•  Ensure 	check- in 	processes 	smooth 	and 	reso lve 	any 	 t icket ing 	/ 	baggage 	 i ssues	
•  Handle 	 any 	 d is rupt ions 	 to 	 check- in 	 process 	 e f f i c ient ly . 	 Keep 	 customers 	 in formed	

of 	any 	de lays 	as 	 instructed . 	
•  Del iver 	pro-act ive 	and 	 t imely 	serv ice 	 recovery 	 l ia i s ing 	w ith 	ADM	on 	sh i f t . 	
•  Bui ld 	 a 	 rapport 	 w ith 	 key 	 a i rport 	 agenc ies 	 l ike 	 AAI , 	 Immigrat ion , 	 C ISF , 	 and 	

Customs. 	
•  Pro-act ive ly 	 o f fer 	 ass i s tance 	 to 	 customers 	 whi le 	 they 	 wai t 	 to 	 check- in 	 and 	 board 	

the 	a i rcra f t 	and 	a lso 	at 	 the 	arr iva l 	ha l l . 	
•  Proact ive ly 	communicate 	w ith 	customers 	and 	co l lect 	 feedback 	on 	serv ice . 	

	

October 	2005 	to 	March 	2006 	

ITC 	HOTEL 	Park 	Sheraton 	&	Towers , 	Chennai , 	 Ind ia 	

	
•  Worked 	as 	a 	Hote l 	Tra inee 	 for 	a 	per iod 	of 	6 	months 	 in 	var ious 	departments . 	
•  Escorted 	guests 	 to 	 the i r 	ass igned 	rooms, 	 inc lud ing 	 t ransport ing 	 the i r 	 luggage. 	
•  Del ivered 	 messages , 	 mai l 	 and 	 packages 	 le f t 	 for 	 guests 	 and 	 hote l 	 fac i l i t ies 	 in 	 a 	

t imely 	manner . 	
•  Prepared 	 food 	 i tems	 cons is tent ly 	 and 	 in 	 compl iance 	 with 	 recop ies , 	 port ion ing , 	

cook ing 	and 	waste 	contro l 	gu ide l ines . 	
•  Pract iced 	sa fe 	 food 	handl ing 	procedure 	at 	a l l 	 t ime. 	
•  Clean ing 	of 	pub l ic 	areas , 	guest 	 rooms	 fo l lowing 	 the 	hote l 	 s tandards . 	
•  Chang ing 	bed 	 l inens 	and 	co l lect ing 	of 	 so i led 	and 	rep len ish ing 	 the 	 f resh 	 l inens . 	



EDUCATIONAL	QUALIF ICATION	

 
2014	– 	2016 	

Pursu ing 	 Masters 	 of 	 Internat ional 	 Hote l 	 Management 	 f rom 	 B lue 	 Mounta ins 	 Inst i tute 	 of 	

Hote l 	Management 	School , 	Sydney, 	Austra l ia 	 	

	

2004 	– 	2007 	

	

Bachelor 	 of 	 Sc ience, 	 in 	 Hospita l i ty 	 and 	 Hote l 	 Administrat ion 	 f rom	 Inst i tute 	 of 	 Hote l 	

Management , 	Cater ing 	Technology 	&	Appl ied 	Nutr i t ion , 	Bhubaneswar, 	Orissa . 	 	

	

Relevant 	Sk i l l s 	

	

•  Respons ib le 	Serv ice 	o f 	A lcohol , 	 current 	NSW	RSA	 l i cense 	Ho lder 	 	

•  Customer 	Serv ice 	

•  MS	Off ice 	

•  Property 	Management 	System	

•  Cash 	Handl ing 	

•  Hosp i ta l i ty 	background	

•  Front 	o f 	 the 	house 	exper ience 	
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