Mooneshwarnath Sharma KASSEEAH
Royal Road, Chamouny, Mauritius. 61301
00230 59191957
Moonesh.kasseeah@luxlemorne.com

PROFILE 
I am currently Reservations Manager at LUX* Le Morne. I have three months experience as a Reservation Manager and was handling direct booking as from September 2014. I was Assistant Front Office Manager for the past four years. Three years in the position of Night Auditor, four years as Receptionist and Front Office Supervisor for three years.

EXPERIENCE:
1. LUX* Resorts and Hotels Group (LUX* Le Morne), June 2004 to now.
            Reservations Manager, (July 2018 to Now)
Sales techniques- Work with the sales and marketing Team to develop a strategic sales plan.
Budget management- Manage the Reservations Department to meet and exceed budgeted targets.
Customer service- follow up calls on the needs of potential guests
Generating revenue- Monitor revenue variances, constantly, to identify areas of concern and build an approach to maximize revenue.
Accounts development- Proactively, and coach the Sales Team to develop accounts successfully.
New leads- Seek opportunities, actively, to increase revenue.
Market analysis- Understand the competitive market place through analysis of trends and data and build a strategic approach to manage trends.
Team development- develop the Team to ensure the constant delivery of excellent Guest and Customer service.
Job shadowing- Have been closely working with the central reservations department to learn more skills 
Cross exposure- Have had 32 hours of cross exposure to the new hotel software for sales management and the pricing unit/accounts


Assistant Front Office Manager, (February 2014 – June 2018)
Customer service- Customer Satisfaction (Guest Feedback, Social Media Review).
Financial Performance- (Up selling, Room Revenue, Operation Auditing).
Showing Initiative, Problem Solving, Staff Training, Team Leading.
Staff management-Manages and motivates the Front Office team in order to provide a high standard of service for customers.
Guest relations- Welcome guests and fosters customer loyalty through his/her friendly manner and develop high quality relationships with guests throughout their stay. 
Guest complaints- Handle any guest complaints or contentious issues that cannot be settled directly by team members and provides a fast solution.
Arrival and departure- Oversee and supervise guest arrivals and departures with the front office executive and duty managers.
Pre arrival allocation- Review arrival list for all arrivals and VIPs to check room allocations, amenities and special requests.
Recruitment- Involved in recruitment of new team members for front office.
Team training- Integrate and train employees, providing support for skills development.
Grooming- Ensure that all front desk employees are well presented (uniforms, personal hygiene etc.), and also punctual.
Hygiene- Ensure that the workplace remains clean and tidy
Product knowledge and training- Ensure team members have current knowledge of hotel products, services, facilities, events, pricing and policies and knowledge of the local area and events.

Achievement from Assistant Front Office Manager to Reservations Manager.

Front Office Supervisor, (May 2011 – January 2014)
Customer service- Ensure Outstanding customer care at all times.
Grooming, attitude and behavior- Maintains a friendly, cheerful and courteous demeanor at all times.
Guest acknowledgement and response- Courteously and accurately answers inquiries from potential guests and accepts hotel reservations. 
Guest relations- Respond to telephone and in-person inquiries regarding reservations, hotel information and guest concerns.
Upselling- Use suggestive selling techniques to sell room nights, increase occupancy and revenue.
Staff rotation- Supervise daily shift process ensuring all team members adhere to standard operating procedures.
Staff supervision- Train, direct the work of, resolve issues/problems and coach and counsel the front desk team members to ensure a quality operation.
Complaint resolution- Resolve customer issues, complaints, problems in a quick, efficient manner to maintain a high level of customer satisfaction and quality service.
Company policy- Adhere to company credit limit / floor limit policies.
Reservation- Allocate rooms to expected arrivals after checking the guest’s preferences and special requests.
Inter team relationship- Build strong relationships and liaise with all other department's especially housekeeping, reservations etc.
Billing- Cross Check all billing instructions are correctly updated 
Cashiering- Control cash transactions at the front desk and maintains complete responsibility for personal bank as specified by hotel bank agreement policy.
Management of team and of operations- Takes responsibility in the absence of the Duty Manager  / Front office manager
Lead by example- As a supervisor you will be a role model, sharing your expertise and continually inspiring the front office team.

Achievement from Front Office Supervisor to Assistant Front Office Manager.

Receptionist, (February 2007 – April 2011)
Customer service- Greet and welcome guests as soon as they arrive at the office
Guest relations- Direct visitors to the appropriate person and office
Reception cover- Answer, screen and forward incoming phone calls 
Presentation and cleanliness- Ensure reception area is tidy and presentable, with all necessary stationery and material (e.g. pens, forms and brochures)
Guest service- Provide basic and accurate information in-person and via phone/email
Inbound courier- Receive, sort and distribute daily mail/deliveries
Security check- Maintain office security by following safety procedures and controlling access via the reception desk (monitor logbook, issue visitor badges)
Supplies order- Order front office supplies and keep inventory of stock
Plannification- Update calendars and schedule meetings
Conciergerie- Arrange travel and accommodations, and prepare vouchers
Cost management- Keep updated records of office expenses and costs
Other relevant duties- Perform other clerical receptionist duties such as filing, photocopying, transcribing and faxing

Achievement from Receptionist to Front Office Supervisor.

Night Auditor, (October 2004 – January 2007)

Guest relations- Greet guests upon arrival, check them in and provide them with any information they need to enjoy their stay 
Auditing- During the night duty, audit and balance reports from the day shifts is carried out
Guest service- Schedule guest wake-up calls and early departures 
Plannification and verification-Verify that all EOD work has been performed by other departments 
Complaints- Respond to guest inquiries, concerns and complaints as needed 
Customer care and reception cover- Answer phones and place reservations 
Running night audit- Run EOD computer functions so they are complete by the end of the shift 
Pre check out verification- Prepare guest bills for next day checkouts and process reservation cards 
Verification of reception float- Balance cash drawers and record receipts 
Safety- Facilitate the deposit of guests’ valuables in hotel safe 

Achievement from Night Auditor to Receptionist.


2. Shibani Textiles Limited

Storekeeper

Stock control- Responsible for receiving, arranging, and presentation of materials. 
Record- Recording, issuing and purchasing requisition follow up. 
Supplier contact- Correspondence with supplies via email, phone and fax. Sourcing for new suppliers and samples for new development. 
Delivery- Ensuring the record are kept accordingly and to ensure the deliveries schedule are respected. 

3. Novel Garments (MTS) Limited 

Marker room clerk (February 2000-March 2004)

Planning- To update the production schedule, liaise with the cutting and store department. 
Record keeping- Keep proper records of new production orders with merchandisers issue to marker room. 
Productivity- Check mail and to set the order that is in priority and to prepare the cut plan of the markers to achieve maximum efficiency.
Communication- To inform the washing and finishing department accordingly. 




4. Jaddoo & Company Limited 

Shop Assistant Manager (October 1997 – January 2000)

Implementation- Responsible to implement new displays for the shop, so as to promote the turnover of the company. 
Analysis- Make the records of the sales and balance the account at the end of the day.
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EDUCATION:
Cambridge General School Certificate of Education “O” Level
London General Certificate of Education “O” Level
Leadership Training for Managers (Dale Carnegie Training)

SKILLS:
Computer proficiency programme.
OTHER ACHIEVEMENT:
Certificate of achievement in Basic and Advance Electronics.
Chinese Course Beginner Level (Formaclic).
Call and Analysis Management training (LUX* Training Academy).
Emergency and Domestic First Aid (Fellowship / IAPS)
Certificat de Reconnaissance (VATEL)
Leadership 2.0 – Redefining Leadership (Whitefield Business School, Mr. Robin Sharma)

LANGUAGES:
English & French 
Reading-Perfect command 
Speaking-Perfect command
Writing-Perfect command  
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