REJIT NAIR
Mobile: 8810500188, 9711742886
E-Mail: rejitnair90@gmail.com
A highly efficient hotel profession with 5 years of experience in day-to-day hotel management and operations; with good organizational and interpersonal skills; has proven record in people management; has the capacity to find immediate solutions to problems; excellent eye for detail; strong analytical and employee relation skills; with good oral and written communication skills.
ORGANIZATIONAL EXPERIENCE
Feb’ 19 – Mar’20                  Archohm as Executive assistant to CMD
Key Result Areas:
· Assisting CMD in day-to-day working regarding correspondences, follow up etc. with different departments.
· Act as the point of contact among executives, employees, clients and other external partners.

· Follow up with different departments on regular basis for smooth functioning of all works of the CMD.
· Maintaining important papers and files.
· Responsible for coordinating with travel agency for air & train ticket, hotel & car booking, passports, visa, foreign exchange.
· Planning and scheduling meetings, preparing minutes of meeting, conference call and appointment. 
· Responsible for maintenance of entire office. Coordinating with housekeeping team for regular cleaning of office.
· Responsible for daily expenses and maintaining a log for the same.
May 17 – Dec’18                  BI Group as Executive assistant to CMD
Key Result Areas:

· Assisting CMD in day-to-day working regarding correspondences, follow up etc. with different departments.
· Handling CMD’s email, noting down important emails and discussing with CMD and later reply to the sender.
· Follow up with different departments on regular basis for smooth functioning of all works of the CMD.
· Maintaining important papers and files
· Responsible for coordinating with travel agency for air & train ticket, hotel & car booking, passports, visa, foreign exchange.
· Planning and scheduling meetings, conference call and appointment. 
Jan’14 – May 17                  Gulshan Homz as Executive assistant to Directors
Key Result Areas:

· Assisting Directors in day-to-day working regarding correspondences, follow up etc. with different departments.

· Drafting and typing routine correspondence and independently handling the same.
· Follow up with different departments on regular basis for smooth functioning of all works of the Directors.
· Maintaining & Updating Files for future references.
· Responsible for coordinating with travel agency for air & train ticket, hotel & car booking, passports, visa, foreign exchange and credit cards.
· Planning and scheduling meeting and appointment. 
· Preparing minutes of meeting.
Aug’12 – Nov’13            Oberoi group at Oberoi Contact Center, New Delhi as Sr. Reservation Executive.
Key Result Areas:

· Making reservations at all Oberoi & Trident Hotels & Resorts in India.

· Handling guest query over the phone and also through e-mails.

· Making itineraries for the guest.

· Also responsible for amendments and cancellation of guest’s reservation.

· Coordinating with hotel concierge for arranging transfers for the guest.
Oct’11 – May’12
Leela Kovalam (Trivandrum) as Front Office Supervisor. 

Key Result Areas:

· Taking check in and checkout ( Only  Group and VIP Guest ) 

· Enrolling the guest in GHA membership ( Loyalty Programme )

· Responsible for billing of all the guest

· Handling guest query & complaints

· To assist in greeting, check-in in VIP & long staying guest

· Going through arrival reports & follow up accordingly

· Discussing about training programmes with the manager to develop the skills &         

effectiveness of all the staff.

· Maintaining stationary on daily basis.
Jan’09 – Oct’11 
Country Inn & Suites by Carlson, Sahibabad as ‘Front Office Supervisor’.
Key Result Areas:
· Promoted as ‘Front Office Supervisor’ from ‘Front Office Associate’.
· Taking check in and check out

· Taking care of Corporate Guest, Groups and FIT Guest

· Enrolling the guest in GPP Membership

· Responsible for billing of all the guest

· Handling guest query & complaints

· To assist in greeting. checking in VIP & long staying guest

· Ensuring that all Guest Service Agents are familiar with Hotel’s Product

· Going through arrival reports on daily basis & follow accordingly

· Responsible for Cashier Desk, Business Center & Guest Service Center

· Ensuring proper staffing all the time

· Discussing about training programme with the Manager to develop the skills & effectiveness of all the staff

· To assist with group preparation & guest room allocation
PROFESSIONAL QUALIFICATION
2007        2 years of Diploma in Global Aviation & Hospitality Management from Air Hostess Academy [AHA].

2012        B.A Bachelors in Arts from CMJ University
2006        XII from Open school
2004        X from Kerala Education Society Senior Secondary School, Canning Road.
IT SKILLS

· Knowledge of Basics of Computer, MS Office, MS Excel, MIS reports & Internet Applications

PERSONAL DETAILS

Date of Birth 

: 20th August 1986

Permanent Address
: 294-B, D. D. A. Flats Gazipur – 110096
Passport No. 

: F 4809333
Languages Known
: English, Hindi, Malayalam
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Rejit Nair
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