	AMITH KUMAR P
amithmenon789@gmail.com

+919633794787

	PEEDIKAPARAMBIL HOUSE

CHOTTANIKKARA P O

ERNAKULAM

PIN- 682312


	[image: image1.jpg]





Summary
8 years of experience in administering and executing customer relation management responsibilities.

Unparalleled guest relation skills and resolved guest requests and concerns. 

Excellent inter-personal skills with management and customers.

Confer and cooperate with other department managers to coordinate all the activities.

Excellent training skills.

Positive and upbeat approach to employee relations and guest complaints.

Excellent knowledge of hotel and clinical procedures and overall operation philosophy.

Keen on punctuality and completion of the allotted assignments.

Ability to perform job functions with attention to detail, speed and accuracy. 
Professional Experience

Malabar Gold  & Diamonds

 Kerala, India

Guest Relation Manager


March 2018 - Til

Aster ( D M  Healthcare) Dubai

Customer servive Executive cum Cashier
June  2014 – feb 2018

Handled the tasks of recording and scrutinizing the complaints received from customers.

Assigned the tasks of providing timely responses to the queries and complaints of customers.

Ability to adapt to new processes within limited time frame.
Provided customers with technical support using maintenance procedures created with company products.
Managed and supervised a team of customer services representatives.
Met with other team managers to discuss possible improvements in customer service and company’s products.

Learned about services and kept up to date with changes.
Kept ahead of technology developments by attending professional courses.
Coordinating with insurance companies for obtaining information on new  policies and their coverage
Explaining coverage of medical benefits to patient when required 
Obtains revenue by recording and updating financial information; recording and collecting patient charges; controlling credit extended to patients; filing, collecting, and expediting third-party claims.
Protects patients' rights by maintaining confidentiality of personal and financial information.
Malabar Gold  & Diamonds

 Kerala, India

Sr. Guest Relation Executive

March 2013 – june 2014

Complete control of the reception, to make sure the  well-being of the customers are in accordance with the standards.
Met with other team managers to discuss possible improvements in customer service
Maintain log book, Incident report and customer complaint register

 Handling HRMS

The Rydges Plaza Hotel ( www.rydges.com )

Dubai, UAE

FRONT OFFICE EXECUTIVE







OCT 2011 – AUG 2012
Complete control of the reception, to make sure the comfort and well-being of the customers are in accordance with the standards.

Audit, balance and consolidate outlet ledger accounts, prepare various accounting reports, room rate postings, count and Daily Flash report.  

Assist health, safety and fire prevention at the hotel and monitor all fire, intruder alarm systems, including assistance in emergency and evacuation.

Conduct briefing, training and guidelines to junior receptionist

Maintain log book, Incident report and guest complaint register.

Ensure hotel policies and government rules are strictly adhered to.

Attend front office department meeting and  fire drill and seminars.

Ensure professionalism in maintaining confidentiality of guest information.

Coordinate front-office duties and resolve problems.

VOLKSWAGEN

COCHIN, India
DELIVERY CO-ORDINATOR 




SEP 2010 – OCT 2011

Maintained good customer relationship.

Obtained briefing from manager on outstanding matters requiring further attention.

Ensured all interactions with customers  are handled professionally and with care adhering policies

Responsible for the  presentation of vehicles.

Trained new staff and trainees.

Handling customer in showroom & explain the features of vehicle
Professional Education
Bachelor’s degree in Hotel Management and Catering Science, Bharathiyar University, Coimbatore, India. ( 2006-2009)

Diploma inflight training certificate from Frankfinn, Cochin

Trainee for 6 months in Le Royal Méridien, Chennai..

Trainee in KTDC Bolgatty Palace, Cochin.

Other Achievements
Represented The Rydges Plaza as the warden for fire mock drill
associated with the Dubai Civil Defense..

Certificates for  HSS level cultural activitis 

Certificate for participating national level conference 2007 held on Coimbatore

5 month training certificate from Le Royal Meridian , Chennai

1 month training certificate from bolgatty palace , KTDC Heritage , Cochin  

 Personal Details
Nationality      : Indian

Date of Birth    : 12/08/1988


Marital Status   : married

      Height         : 171

      Weight         : 70Kgs

Passport Number: H5380851

Linguistic proficiency 
English, Hindi, Malayalam, Tamil 

Computer knowledge
Jaguar & Property Management system for Hotel Accounting.

Medsoft for clinical operations.
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