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UAE (M)	: +971568836141
INDIA (M)	: +918281656025
Email Id	: rajeeshmenon2010@gmail.com
Visa Status	: Visit Visa expire on 09-05-2020

OBJECTIVE:
Seeking a challenging position to expand my horizons through positive value addition and passionate service eventually contributing to the growth of the organization. 

CAREER HISTORY:

PNA RESORT KODUNGALLUR
Resort Manager
July2019 - Present
· Responsible for day-to-day running of the lodging facility.
· Prepare and present the annual operating and reserve budget.
· Taking care of the staff recruitment process.
· Draft letters and do respond to mail correspondence.
· Interact with the guest and try to understand their requirement /suggestions.
· Inspect the rooms, food & beverage management and housekeeping cleanliness.
· Take care and review all the financial statement.

RENAISSANCE SERVICES SAOG – (PAC-Division), Oman
Accounts/ Administration :
Jan 2010 – June 2018 (8.6yrs)
  It is a leading catering industry at Oil & Gas Location in Oman operating under the umbrella of Petroleum Development Oman a hospitality facility (food & accommodation) to the contractors operates for P.D.O.
· Coordinate the daily accounts activities like income to be recorded on daily basis, petty cash payment, and client invoices etc.
· Draft letters and respond the mail correspondence.
· Manages and maintain the various kinds of documents.
· Follow up the accommodation payment with client.
· Forwards the report to HO about the income of the site.
· Reconcile the monthly credit and cash sales
· Maintain P&L account for the cost and revenues incurred.
· Prepare the weekly operation reports to identify the cost and revenue for the particular sites.
· Coordinate the preparation of the yearly budget (such as costing, staffing, depreciation etc.)
· Coordinate and conduct the random check on stores and maintenance inventories and update the purchase & issue entries in JDE.
· Responsible for all payables (cash &Credits).
· Prepare and process the staff payroll.
· Oversee the staff and look to the staff requirement for the staff.
· Finalization of Accounts. 
· Preparation of the management reports & meeting minutes.
· Handles the managerial responsibilities on his absence from the site.
· Coordinate staff activities like updating timesheet, vacation using ERP system.
· Also coordinate front office activities and resolve problems arising from guests’ complaint, reservation and room assignment, attending to unusual requests and enquiries.





· Assign duties and shifts to staff and observe performance to ensure adherence to motel policies and established operating procedures
· Confer and cooperate with other department heads to ensure smooth coordination of motel activities.
        

       1. HOTEL ST. MARK’S 4 STAR
        
       Front Office (Reception) Executive: 
· Greet guest courteously upon arrival with efficient check in and assigning rooms as requested.
· Handling guest complaints effectively and promptly
· To keep an accurate room status at any given time
· Interact and co-operate with other Front office sections and other hotel departments 
· To manage Receptionists duties and job tasks and provide them training as and when required

     
      2.  Organization: HIGHWAY GARDEN *** 
            Position:        FRONT OFFICE EXECUTIVE
Place:            COCHIN
[bookmark: bookmark=id.30j0zll][bookmark: bookmark=id.1fob9te][bookmark: bookmark=id.3znysh7][bookmark: bookmark=id.gjdgxs]               
       Front Office (Reception) Executive: 
· Greet guest courteously upon arrival with efficient check in and assigning rooms as requested.
· Handling guest complaints effectively and promptly
· To keep an accurate room status at any given time
· Interact and co-operate with other Front office sections and other hotel departments 
· To manage Receptionists duties and job tasks and provide them training as and when required

      
      3.  Organization: MARARI BEACH *****
Position:          FRONT OFFICE EXECUTIVE
Place:              MARARIKULLAM, ALLEPPEY
         
       Front Office (Reception) Executive: 
· Greet guest courteously upon arrival with efficient check in and assigning rooms as requested.
· Handling guest complaints effectively and promptly
· To keep an accurate room status at any given time
· Interact and co-operate with other Front office sections and other hotel departments 
· To manage Receptionists duties and job tasks and provide them training as and when required











4. Organization: ABAD GROUP OF HOTELS ****
Position:          FRONT OFFICE EXECUTIVE
Place:              COCHIN
         
       Front Office (Reception) Executive: 
· Greet guest courteously upon arrival with efficient check in and assigning rooms as requested.
· Handling guest complaints effectively and promptly
· To keep an accurate room status at any given time
· Interact and co-operate with other Front office sections and other hotel departments 
· To manage Receptionists duties and job tasks and provide them training as and when required



 PROFESSIONAL QUALIFICATIONS:

· [bookmark: bookmark=id.2et92p0]THE COROMANDAL INSTITUTE OF HOTEL MANAGEMENT.
 
[bookmark: bookmark=id.tyjcwt]   HOTEL MANAGEMENT WITH B.COM (2004 – 2007)  
    Module content: 
· Food Production 
· Food & Beverage Management 
· Front Office Operation
· House-Keeping
· Travel& Tourism
· Organization Development & Generic Skills	
· Management Information System
· Sales & Marketing
· Human Resources
· Accounts

[bookmark: bookmark=id.3dy6vkm]EDUCATIONAL BACKGROUND 
[bookmark: bookmark=id.1t3h5sf][bookmark: bookmark=id.4d34og8][bookmark: bookmark=id.2s8eyo1]      X Standard 
       Board: ICSE
[bookmark: bookmark=id.17dp8vu]X11 Standard                                                                                                                                                      Board: ISC (COMMERCE)
[bookmark: bookmark=id.3rdcrjn]COMPUTER SKILLS
[bookmark: bookmark=id.26in1rg][bookmark: bookmark=id.1ksv4uv][bookmark: bookmark=id.35nkun2][bookmark: bookmark=id.lnxbz9][bookmark: bookmark=id.44sinio]
Operating System: MS DOS, Windows 98, Windows XP.
Software Packages: Opera Fox pro, JD Edward (ERP), Oracle.







PERSONAL PROFILE:

Professional Strengths:
· High personal integrity, dependable and reliable 
· Articulate, confident, motivational and persuasive team-builder
· Persistent and flexible 
· Ability to envision the bigger picture and strive towards achieving organizational goal.

[bookmark: bookmark=id.2jxsxqh][bookmark: bookmark=id.z337ya][bookmark: bookmark=id.1y810tw][bookmark: bookmark=id.3j2qqm3]Other Details
[bookmark: bookmark=id.2xcytpi][bookmark: bookmark=id.1ci93xb][bookmark: bookmark=id.4i7ojhp][bookmark: bookmark=id.3whwml4]Name                                      Rajeesh R. Menon 
[bookmark: bookmark=id.qsh70q][bookmark: bookmark=id.2bn6wsx][bookmark: bookmark=id.3as4poj][bookmark: bookmark=id.1pxezwc]Father’s Name                       K.R.R. Menon 
[bookmark: bookmark=id.147n2zr][bookmark: bookmark=id.3o7alnk][bookmark: bookmark=id.49x2ik5][bookmark: bookmark=id.2p2csry]Date of Birth                          16th FEB 1984 
[bookmark: bookmark=id.1hmsyys][bookmark: bookmark=id.ihv636][bookmark: bookmark=id.23ckvvd][bookmark: bookmark=id.32hioqz]Marital Status                        Married 
[bookmark: bookmark=id.3fwokq0][bookmark: bookmark=id.vx1227][bookmark: bookmark=id.2grqrue][bookmark: bookmark=id.41mghml][bookmark: bookmark=id.19c6y18][bookmark: bookmark=id.1v1yuxt][bookmark: bookmark=id.2u6wntf][bookmark: bookmark=id.4f1mdlm][bookmark: _GoBack]Nationality                             Indian 
Passport No.                          S 2928067
[bookmark: bookmark=id.28h4qwu][bookmark: bookmark=id.37m2jsg][bookmark: bookmark=id.3tbugp1][bookmark: bookmark=id.nmf14n]Permanent Address             Tarini House, PO.Annanad, Via. Khannanagar, Chalakudy
[bookmark: bookmark=id.1mrcu09][bookmark: bookmark=id.46r0co2]                                               Dist. Thrissur, Kerala-680309 
[bookmark: bookmark=id.111kx3o][bookmark: bookmark=id.206ipza][bookmark: bookmark=id.2lwamvv][bookmark: bookmark=id.3l18frh][bookmark: bookmark=id.4k668n3][bookmark: bookmark=id.3ygebqi][bookmark: bookmark=id.2zbgiuw][bookmark: bookmark=id.1egqt2p]Linguistic Skills                   English, Hindi, Oriya, Malayalam, Arabic.
[bookmark: bookmark=id.3cqmetx][bookmark: bookmark=id.sqyw64][bookmark: bookmark=id.2dlolyb]

Place: -                                                                                                              (RAJEESH R MENON)
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