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               CURRICULUM VITAE

 R.NATARAJAN



                                                                           Email:natrajbsc@yahoo.in/natrajan1983@gmail.com
                             
 Cell #:00971551665818


                                     
Objective: Seeking a position of Duty Manager / Assitance Front office Manager where excellent customer service and hospitality skills can be utilized to improve the hotel’s profitability
KEY SKILLS



	Office Skills
	Supervising,Reservations,Telephone & Front Desk Reception, cashier, Customer Service, Filing, Database & Records Management, Reports & Spreadsheets, Complaint Handling,

	Computer Skills
	Word, Excel, PowerPoint, Access, ,Opera Version 5,Wish.Net, IDS,Outlook, Windows 7/XP


  Achievements

- Achieved Best Employee Month of July 2014.
- Achieved Front Office Shift Leader From Oct 2014.
- Achieved Achievement Certificate From Guest Reviews Oct 2015.
- Achieved Nominated Best employee of the Month of March 2016.

- Train the Trainer.
- Online Guest Comments.
-Experience of Opera  6 years

-PROFESSIONAL EXPERIENCE
Hotel-Ramee Group of Hotels- Deira Dubai   Feb2018-June 2018
  Front office Supervisor/ Acting Front Office Manager

Responsible for Assist in the Supervision  front office reception staff ,BellPersons,Drivers, Essentially helps to run all front office operations.handling company inquiries, and sorting and distributing mail. This includes supervising  frontdesk Personally,resolving guest issues and Processing Payments.
70 Rooms  10 F&B outlets / Spa / Night Blub/Shisha/Bar&Swimmingpool

4 Star hotel-Mafraq Hotel-ABU DHABI   June2017-Dec2018
  Front office Supervisor/ Acting Night Manager
Assist in the supervision of all Front Office staff including Driver, Bellpersons, Guest Service Agents and PBX Operators..

242 Rooms   SIX  F&B outlets / Spa / Health Club/Bar&Swimmingpool
4 Star hotel-CITY SEASONS AL HAMRA HOTEL-ABU DHABI   JAN2012-May-2017  
  Front Office Shift Leader / Acting Night Manager
Assist in the supervision of all Front Office staff including Driver, Bellpersons, Guest Service Agents 
and PBX Operators..
310 RoomsThree  F&B outlets / Spa / Health Club
4 Star hotel- The Savera Group-India Dec2009-May-2011
  Front Office Executive 

275 rooms seven outlets/spa/bar/nightclub/swimming pool &gym
Duties:


• Trained and Developed Several New Associates.

• Successfully Achieved Higher Level of  financial and guest services
• Successfully Increased revenue .
• Successfully Passed all the Requirements of Quality Assurance Audit.

• Moved the guest Satisfaction Scores .higher by better inter- department Communications
•Implemented Competitive Training Programs for the associates to keep them motivated..

Summary of Responsibilities: 
• Consistently offers professional, engaging and friendly service 
• Register Guests and assign rooms 
• Accommodate special requests whenever possible 
• Assist in preregistration and allocation of rooms 
• Thoroughly understand and adheres to proper credit, and cash handling policies and procedures 
• Understand room status and room status tracking 
• Know room locations, types of rooms available, and room rates 
• Use suggestive selling techniques to sell rooms and to promote other services of the hotel 
• Coordinate room status updates with the housekeeping department by notifying housekeeping of all checkouts, late checkouts, early check-ins, special requests and day use rooms 
• Possess a working knowledge of the reservations department 
• Know how to use front office equipment 
• Process Guest check-outs 
• Handle cash, and balance cash at the end of the shift
• Develop a strong knowledge of the hotel’s facilities and services and of the surrounding community
• Provide exceptional concierge information to our Guests about local and area attractions, restaurants, theatres, special events, tickets, confirmation and other available services
• Coordinate Guest’s requests for special services with the appropriate department
• Communicate strongly and effectively with all other departments, highlight Front Office           requirements to ensure proper level of service to our Guests
• Handle Guest complaints and solves problems to the degree possible
• Manage the Hotel Guest history systems and ensure Guest information is updated
• Use proper telephone etiquette
• Use proper mail, package, and message handling procedures
• Establish and maintain communication with all Front Office staff on a daily basis
• Be a constant presence in Front Desk, ensure that all Guests are greeted in a courteous manner and are made to feel welcomed at all times
• Maintain the cleanliness and report deficiencies in the department and knowledge of all safety and emergency procedures
• Report any unusual occurrences or requests to the manager or assistant manager
• Train new Colleagues and supervise Front Office Colleagues on daily duties
• Participate in the orientation, meeting, and training process of all Colleagues assigned to Front Office
• Understand that business demands sometimes make it necessary to move Colleagues from their 
accustomed shifts to other shifts.
degree Qualification :
· 2005
-
BSC IT. 
ANNAMALAI UNIVERSITY

diplomA  Qualification :

· 2011 -        DIPLOMA IN HOTEL/ HOSPITALITY  MANAGEMENT   
·                            (FIRST CLASS)       
            INTERNATIONAL COUNCIL FOR MANAGEMENT STUDIES
eDUCATIONal Qualification :
· 2001
-
Higher Secondary School (Computer Science)

Pachiyappa Higher Secondary School 

PERSONNAL DETAILS:

               Name                                                        :         Natarajan
Father’s Name                                          :         Radhakrishnan
Date of Birth
   :
    05-08-1983

Gender
   :
    Male

Nationality
   :
    Indian

Visa Status
   :
   Employement (Transfarable)
Marital Status                                            :        Single         
Languages Known
    :
   English/ Tamil/Malayalam/Hindi & Arabic
Address for communication                      :     Al Mamzoor Building 
                                                                                          Flat No:807
                                                                           Abu shakra
                                                                            Sharjah   
                                                                             U.A.E .
 Permanent Address 
    :
   9/3Theetharappan St


   Triplicane


   Chennai.600005

                                                                            India
Passport Details :
Passport No

:
H2126383

Place of Issue

:
Chennai

Date of Issue

:
15-12-2008

Date of Expiry

:
14-12-2018

dear sir/madam
application for employment

I  know that your company seeks to work with able people who are committed to their work and also have the drive and skills to meet customer needs,these attributes I possess and as such I know I will be a valuable asset to your organization.

My strength is my ability to relate to people ,my attention to detail, and my ability to handle change.other qualities which I possess are been a team player,punctual,dependable and have good communication skills.

Please contact me on my email or cellular phone thank you. 
Reference is available upon request 
Declaration :

I hereby declare that the details furnished here are true to the best of my knowledge

Place: ABU DHABI
                 


                Yours Faithfully

Date: 






     

    (R.NATARAJAN)
