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	JYOTI
KUSHWAHA

	
	
	To build career in a growing organization, where I can opportunities to prove my abilities by accepting challenges, fulfilling the organizational goal and climb the career ladder through continuous learning and commitment.
Experience
DECEMBER 2020 – AUGUST 2022
• Ramada Plaza Chandigarh By Wyndham
  Front Office Assistant & Reservation Assistant
· Reporting to management and performing administrative duties.
· Answering telephone calls, as well as screening and forwarding calls.
· Scheduling and confirming appointments, meetings, and events.
· Welcoming and assisting visitors in a friendly and professional manner.
· Handling basic inquiries and sorting mail.
· Copying, scanning, and filing documents.
· Monitoring office supplies and ordering replacements.
· Keeping the reception area tidy and observing professional . etiquette.
· Performing other administrative tasks, if required.
· Making and maintaining reservation.
· Answering customer questions.
· Handling customer complaints.
· Keeping room availability updated.
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	Kushwahajyoti0813@gmail.com
	
	

	
	
	
	

	
	
	SKILLS:
	
	

	
	· CASH HANDLING
· RESERVATION HANDLING
· LEADERSHIP QUATITY
· NIGHT AUDIT
· TELEPHONE ETIQUETTE
· RESERVATION SYSTEM
· CUSTOMER SERVICE
· ITINERARY PLANNING 


	
	


                                                                
                                                                      EDUCATION
SKY AIR CRATOR ACADEMY, DELH
DIPLOMA IN AVIATION & HOSPITALITY.
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