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CURRICULAM VITAE                         
MOHAMMAD ZAID
MOBILE: +966-571650684
EMAIL: zaidkaranhotel@gmail.com 
 zaid@karangulfservices.com
Skype ID: mohammadzd7621
***************************************************************************
F&B Supervisor /Front Desk Officer/Customer care executive
 A hospitality professional adept at balancing multifarious tasks and priorities seamlessly while delivering the different level of customer service. Completed 6 and half years in hospitality & customer service industries. Also, directing housekeeping staff,  interact with customers, maintaining inventories. Managed cash flow of the business with Micros Opera System, Credit Card Batching and Cash depositing. Checks front office accounting records for accuracy daily, summarizes and compiles information for the hotel’s financial records. Tracks room revenue, occupancy percentages and other front office operating statistics. Prepares a summary of cash, check and credit card activities, reflecting the hotel’s financial performance for the day. Post room charges and room taxes to guest accounts including guest transactions not posted by the front officer /Cashier. Currently working as an F & B supervisor at TASNEE company handling various responsibilities such as Weekly Menu change including all the delicious meals, guiding Service boys for services of breakfast , lunch & dinner, maintaining the cleanliness of the restaurant & dinner, food quality and quantity control, arranging parties and events , handling emails , working on excel & word for office purposes etc.
***************************************************************************
Professional Skills Include:
1. Bilingual: English, Urdu, Hindi & learning Arabic speaking.
2. Administrative professional offering, excellent communication and computer skills.               Meets deadlines and works with a high level of multicultural awareness and adaptability.
3. Worked as Call Center Representative with expertise providing customer support in high call volume environments. Computer savvy and telephone etiquette.
4. MS Excel, Word, Outlook proficient.
5. Competent in Cash Management.
6. Guest satisfaction specialist.
7. Multi-line phone talent.
8. Credit Card processing.
9. Guest services, Reservations and booking system experience, service-oriented.
10. Performing Night Audit in Micros Opera System while on Night Shift.
11. Micros Opera certified. 
12. CRM knowledge.

Core Competencies:
1. Packages and deliveries
2. Phone Etiquettes
3. Security Systems.
4. Mail Management.
5. Report Development.
6. Schedule Management.

Education:
Degree College: 2010 -Jamshedpur Co-Operative College, Jamshedpur, India
Bachelor of Commerce (Honor’s), Degree from Ranchi University, Ranchi, India.   
Inter College:  2006-KMPM Inter College, Jamshedpur, India.
Intermediate in Commerce from Jharkhand Academic Council, Ranchi, India.
High School: 2004- St. Johns High School, Jamshedpur, India
High School Diploma & Examination Board Certificate.  

Work History: 
December 2021 to TILL DATE.
 Karan Gulf Services Company.
 F&B Supervisor at TASNEE 
Job Description: 
Monitor the quality of food, portion control and preparation for dietary provisions and ensure delivery of food service smoothly and efficiently. Regulations, ensure defects and breakdowns are reported correctly and assist the Manager with statutory risk assessments related to catering functions.
 Job Duties and Responsibilities: 
• Responsible for everyday operations of Catering Service 
• Creating Menus on a weekly basis 
• Planning Schedules and shifts
 • Budgeting
 • Enforcing health and safety regulations 
• Maintaining inventories • Ordering Supplies 
• Arranging refreshments for guests apart from breakfast, lunch & dinner
 • Water and juice delivery arrangements and proper follow up with service boys 
• Deep cleanliness check 
• Sending confirmations through email to guests 
• Telephone Handling 
• Receiving Orders 
• PO & SES (Purchase order & Service entry sheet) posting on a regular basis 
• Keeping proper records of daily cash & card sale 
• Taking appointments for parties and events to be held inside TASNEE premises

October 2020 to March 2021.
Tech Mahindra Ltd, Salt Lake, Kolkata, India
Customer Service Associate in Flipkart Chat Process.
Job Description:
Chat agents communicate with customers through live chat or email to answer questions, solve problems, and troubleshoot. Since they function on the front line of customer service, it’s important that chat agents be comfortable communicating directly with customers. Chat agents can work remotely or in a standard office environment, and are generally required to have customer service experience.

Job Duties and Responsibilities:
· Receive and Promptly Respond to Customer Queries. ...
· Document Issues and Resolutions. ...
· Learn About New Products and Services. ...
· Develop Customer Service Solutions. ...
· Identify Possible Website Errors.
· For each chat, agents will need to reply to customer questions.
· Research account activity and notes.
· Troubleshoot any issues.
· Provide supporting help documentation and any number of other tasks. This means they'll need the ability to work through several problems simultaneously to be effective

From: 01 May, 2013 to 29 January ,2018
Karan Suites & Tower Co, Al-Fanateer Area, Jubail Industrial City, Kingdom of Saudi Arabia.
As Service Ambassador/ Receptionist cum Admin Officer
Duties & Responsibilities:

· Greet persons entering establishment determine nature and purpose of visit and  them to specific destinations.
· Understanding the complex needs of different events, and diverse clients.
· Planning event aspects, such as venue, seating, dining, and guest list.
· Ability to delegate event planning tasks to other staff members where necessary.
· Strong knowledge of venues and vendor offerings while taking clients on tours of     venue possibilities.
· Coordinating event entertainment, including music, performers, and guest speakers.
· Attentive to the value of staying under budget while planning event specifications.
· Issuing invoices and collecting payments in a timely manner, and creating comprehensive and readable financial reports.
· Managing and overseeing events on the day of, including problem-solving, welcoming guests, directing event set-up, communicating with staff, and organizing vendors, and managing take-down.
· Communicating with marketing team to create effective advertisements for each event.
· Creating sales opportunities for future events during client liaisons and during events.
· Provide information about establishment such as location of departments or office employees within the organization and services provided.
· Co-ordinate, assign and review works of front desk agents/receptionists as follows; keeping records and filing them accordingly, operating telephones with proper salutations, data entry, parcels delivery on time and another general office works.
· Resolve customer issues, complaints, problems in a quick, efficient manner to maintain a high level of customer satisfaction quality service.
· Train Front desk staff/New comers in job duties, safety procedures and company policies & regulations.
· Arrange maintenance & repair work and follow up whether job is done or not.
· Monitor office supplies and place orders when necessary.
· Also perform the same duties in some situations as agents/receptionists are supervised.
· Supervise daily shift process ensuring all team members adhere to standard operating procedures.
· Ensure front office/reception log book is updated or not.
· Ensure safety by following guests check INS.
· Reporting suspicious activity to security, manager or MOD.
· Uses suggestive selling techniques to sell rooms, increase occupancy and revenue.
· Operates telephones assisting incoming & outgoing calls, setting up wake up calls, enabling DND (Do Not Disturb) for in-house guests.
· Supervise the operations of front desk to ensure an optimal level of service and hospitality provided to the guests.
· Takes responsibility in the absence of Front Office Manager.
· Build strong relationships and liaise with all other departments especially, housekeeping, maintenance, accounts and store.
· Answer questions and address complaints.
· Perform reservations on call and accept walk-ins as well.
· Perform Check- in and Check-out of guests manually and via software system.
· Receive letters, packages etc. and distribute them.
· Coordinates with the housekeeping regarding arrival rooms, check out rooms and VIP arrivals and follow up whether rooms are ready or not.
· Check and forward emails.
· Keep updates record and files.
· Monitor office supplies and place orders when necessary.
· Arrange Airport Pick Up and Drop for Guests.
· Send/Receive confirmation of room bookings via emails.
· Recommend top dining and entertainment options.
· Post charges for rooms, food, beverages to ledgers manually or by using computer operated software’s. (Micros Opera /IDS)
· Able to handle cash transactions & credit card payments.
· Perform night audit while on night shift.
· Promote the hotel brand's loyalty.
· Follow the instructions of Managers and seniors.
· Knowledge of safety and emergency procedures.
· Maintains the cleanliness of Reception area.
· Post room charges and taxes to guest accounts.
· Processes guest charges voucher and credit card vouchers.
· Post charges to the guest accounts that have not been posted or were incurred on the night audit shift.
· Transfer charges and deposits to master accounts.
· Check to see that all charges are assigned to appropriate departments.
· To verify that all transactions performed at the front desk are supported by documentary evidence and signatures as necessary and they have been correctly posted and allocated in to PMS System.
· Print up and files reservations for the next business day.
· Verifies all accounts postings and balances.
· Verifies that room rates are correct and posts those rates to guest accounts.
· Monitors the status of coupon, discount and other promotional programs.
· Tracks room revenues, occupancy percentages and other front office statistics.
· Prepares a summary of cash, check and credit activates.
· Summarizes results of operations for management.
· Check figures, postings and documents for accuracy. Record, store ,access and analyze computerized financial information.
· Prepare the End of Day Procedure.
· Knowledge of emergency procedures.
· Balance the day’s charges, making corrections as necessary.
· Run End of Day process in property management system. (PMS)

· September 2010 to Nov 2010
Aegis Limited, Jamshedpur, India

 Customer Service Executive
Effectively managed a high-volume of incoming calls from the clients.
Addressed and resolved customer product complaints empathetically and professionally.
Gathered and verified all required customer information for tracking purposes.
Analyzed customer needs and made arrangements adhering to company policies.
Handled escalated and upset calls.


· October 2009 to January 2010
Tata Business Support Services, Jamshedpur, India
Customer Care Executive  
Handled customer interactions. (Inbound calls)
Ensured appropriate collection procedure maintaining the customer service focus.
Answered calls professionally providing complete information about products, take/order cancels or obtain details about complaints.
Followed up ensuring relevant actions were taken on clients complaints.
Managed to keep records of customer interactions, transactions, complaints, comments as well as actions taken, process orders, forms and applications




Personal Information:
Father's name		: Mr. Shabbir Hussain
Mother's name	: Ms. Rabiya Hussain
Residential address    : BX-214, Ashiana Residency Greens, Pardih, Mango, 
Jamshedpur-831012, Jharkhand, INDIA (Res: +91-9931293092)	
Date of birth		: 27/11/1987
Marital status		: Married
Gender		: Male
Religion		: Islam
Nationality		: Indian
Physical status	: Good and sound
Contact                          : +91-7758056861 (INDIAN NUMBER)
Skype Id                         : mohammadzd7621
E-Mail                             : zaidkaranhotel@gmail.com
Passport No.		: T3344367
Issue Date                     : 17/06/2019
Expiry Date                   : 16/06/2029
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