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Respected Sir/Madam,

I would like to take this opportunity to introduce myself as a Graduate (B.Sc. HMCS) from Madurai Kamaraj University. Please find my detailed resume for your kind perusal. I’m a hard working and dedicated person, who loves the challenges of life and seeking a challenging work environment that encourage learning and creativity as well as providing exposure to new ideas and thus stimulating personal and professional growth.

I am interested in working in your reputed firm. I am a self motivated person with a strong will for achievement. I believe that your company provides excellent employment and career growth that will lead to a bright future. My desire would be to work hard, build a worthy track record and growth in the same way as expected.

I have a driven attitude towards working hard and proving my capabilities. Socializing, being a fast learner and team player are some of my biggest strengths.

I hope to be able live up to your expectations, and keep up the spirit of your concern. I would be obliged to receive your consideration.






Thanking you

Date:









Yours Faithfully

Place: Pathanamthitta







      Varun.S

A Synopsis:
	OBJECTIVE


Continue to develop the potentials in the professional career and to grow to a senior level of responsibility where I can make a significant contribution to the success of the organization. Will work in an environment ensuring teamwork and accept challenges of growth opportunities.

	PROFILE


A highly talented, self-motivated with a good experience in hotel industry. Track record of huge successes at assisting, coordinating, directing, giving motivation and providing training for food service / Front Office personnel to perform their functions in a safe and efficient manner.
	CAREER SCAN


Presently working as General Manager in M/s. Hotel Kumar palace, Punalur, Kollam, from Feb 2012.
Reporting to Managing Director.
It is a 3 star Leisure Hotel, with 20 Rooms, a Multi-cuisine restaurant, a coffee shop & Executive Bar. We have 3 A/C conference halls which can accommodate 100 pax to 750 pax in Theatre Style and a board room 20 Pax.
Duties and Responsibilities

· Being directly responsible for the daily supervision, coordination and direction of all HODs and staffs to improving quality and standard of service 
· Responsible for the overall day-to-day operations in a hotel.

· Observe and monitor workers' performance to make sure that company rules and procedures are being followed.
· Schedule work activities and communicate duties and hours to staff.

· Ensure that product quality standards are met in all areas of the hotel as it relates to the appearance, levels of maintenance and cleanliness; establish and maintain preventative maintenance programs to protect the physical assets of the hotel.
· Coordinate, direct and manage the hotel operation to achieve maximum profitability, ensure guest satisfaction, protect the financial aspects of the business and maintain the building.
· Negotiate contracts with equipment and materials suppliers and approve requisitions for equipment, materials, and supplies within limits of the budget.
· Ensure events and conferences run smoothly.

Worked as General Manager in M/s. Biverah Hotel and Suites, Kumarapuram, Thiruvanathapuram from April 2011 to Jan 2012
Reporting to Managing Director

It is a 3 star Business Hotel with 44 Rooms, a multi-cuisine restaurant, a coffee shop, a board room (25 Pax) and a Roof Top hall (200 Pax).

Duties and Responsibilities

· Being directly responsible for the daily supervision, coordination and direction of all HODs and staffs to improving quality and standard of service 
· Interview applicants and judge the quality of their skills to staff various positions in hotels.

· Identify staffs' actions and evaluate whether it meets hotels' standards.

· Observe and monitor workers' performance to make sure that company rules and procedures are being followed.
· Schedule work activities and communicate duties and hours to staff.

· Give Training to staff on how to do the job and motivate them to finish projects.

· Ensure that product quality standards are met in all areas of the hotel as it relates to the appearance, levels of maintenance and cleanliness; establish and maintain preventative maintenance programs to protect the physical assets of the hotel.
· Coordinate, direct and manage the hotel operation to achieve maximum profitability, ensure guest satisfaction, protect the financial aspects of the business and maintain the building.
· Negotiate contracts with equipment and materials suppliers and approve requisitions for equipment, materials, and supplies within limits of the budget.
· Ensure events and conferences run smoothly.
· In-house management
Worked as Operations Manager in M/s. HOTEL CITY PALACE, Thirumala, Thiruvanathapuram from Feb 2010 to March 2011 (3 Star Hotel)
Reporting to Managing Director

Duties and Responsibilities

· Being directly responsible for the daily supervision, coordination and direction of all HODs and staffs to improving quality and standard of service. I supervised 67 staffs.
· Responsible for the overall day-to-day operations in a hotel.

· Provide direction to employees regarding operational and procedural issues.

· Provide strong presence in local community and high level of community.

· Performs other duties and responsibilities as required or requested.
· Negotiate contracts with equipment and materials suppliers and approve requisitions for equipment, materials, and supplies within limits of the budget.

· Corresponding with group and travel agents to answer special requests for rooms and rates.
· Meeting with the entire guest.
· Maintaining accurate records including cash flow sheet, direct bill accounts, credit card receipts, registration cards, reservation cards, direct bills, credit Receipts etc.
· Recruit and closely monitor staff performance.
· Conduct Meeting regularly with department heads to discuss daily operations, offer directions, plan and coordinate and to review / discuss their problems and staff members' performance appraisals.

· Responsible for informing new members of the Hotel's rules and regulations.

· Planning and organizing staff accommodation. 

· Ensure events and conferences run smoothly.

· Ensure security is effective;


· Deal the compliance with licensing laws, health and safety and other statutory regulations.

· Direct investigations into causes of customer complaints and report to Managing Director, if necessary.
· Performed other duties and responsibilities as assigned. 

Worked as F & B Manager in M/s. CONTOUR BACKWATER RESORTS & CONVENTION CENTRE in Changanassery, Kottayam from April 2009 to Jan 2010 (3 Star)
Reporting to General Manager.
Worked as Catering Assistant, in M/s. HOTEL PEARL REGENCY, Kottayam, Kerala, from April 2004 to October 2005. (4 Star)
Reporting to F&B Manager.


Worked as Restaurant Captain in M/s. GRAND HOTEL, Ernakulum, Kerala, from June 2003 to March 2004. (3 Star)
Reporting to Restaurant Manager.

	UAE EXPERIENCE


Worked as Underwriting Executive in M/s. Al Sayegh Insurance Brokers LLC, Dubai, U.A.E. March 2006 to February 2009 - General Insurance. (Handling – MARINE, MEDICAL, GL & PA, W.C and TRAVEL
· Customer Relationship Management,

· Responsible for direct enquiry,

· Making good relationship with insurance companies and clients,

· Maintaining client’s database,

· Correspondence and maintaining digital documentation for tracking purpose, 

· Management of all incoming and outgoing mails and specialist delivery services as and when required,

· Effectively coordinate the telephones, fax and sales enquiries from clients,

· Handling customer complaints and give the necessary information,

· Administering the necessary formalities,

· Maintaining and updating the files to be done within the notice period,

· Taking quotations from various insurance companies,

· Get the more benefits from the insurance company for client satisfaction and for more business,

· Take better renewal terms from the insurance company,

· Follow-ups with insurance companies and client,

	SKILS


· Excellent communication skills and listening skills.

· Works with employees to provide a motivating environment.

· Self-discipline, initiative, and leadership ability

· Pleasant, polite manner and a neat and clean appearance

· Quick Updates
· Hard working, punctual and sincere to organization

· Ability to work individually

· Strong managerial and administrative skills.

	PERSONAL DOSSIER


Date of Birth

:
17-03-1980

Nationality 

:
Indian

Sex 


:
Male

Marital Status

:
Married
Language known
:
English, Hindi, Tamil & Malayalam

Father Name 

:
K. K. Sivanandan
Address

:
Ishara House





Elavumthitta (P.O)





Pathnamthitta (Dist)







Kerala

	INTEREST


· Driving & Traveling
· Snooker

· Table Tennis

· Foot Ball
	ACADEMIC CREDENTIALS


· Bsc. Hotel Management and Catering Science at Kodaikanal Christian College, (Affiliated by Madurai Kamaraj University).
· Pre-degree in N.N.S Hindu College, Changanacherry, Kottayam (dist), Kerala, India.

· S.S.L.C. in N.N.S Boys High School, Pandalam, Pathanamthitta (dist) Kerala, India.
	OTHER QUALIFICATION


· Diploma in Travel and Tourism.
· Diploma in Bar & Beverage Management.
· Diploma in Computer Application.
	COMPUTER SKILS


· Very Proficient in Windows 95, 98, 2000 and MS-Office   [ms-word, excel, PowerPoint], Outlook Express, including Internet and E-mail system, Good typing Skills.
	DECLARATION


I hereby declare that the information given is correct to the best of my knowledge and belief, and that I have not withheld any information which might reasonably be calculated to adversely affect my suitability for employment.
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