
SKILLS

WORKEXPERIENCE
StoreSupervisor/PropertyCordinatoratADELHASSANHAIDER
DARWISHW.L.L.(CURRENTLYWORKING)

 Issuanceofinvoices&receiptstotenants.

 Dealingwithcontractorsforpropertyrepairsand
maintenance.

 Pointofcontactfortenantsconcerns.

 Preparingbankdepositslips.

 Checkingoutstoreforleftinventoriesandmanagingthe
supplyordersandchangeinreceiptsofsales.

 Preparingtheinvoicesasrequiredandassigningthe
team withproperguidance.

 Havingthenoteofmarketdisplays.

BranchOfficeratMyBranchServicesPvt.Ltd

(08thJune2020-16thJune2022)

 Assesslocalmarketconditionsandidentifycurrentand
prospectivesalesopportunities.

 Directalloperationalaspectsincludingdistribution
operations,customerservice,humanresources,
administrationandsales.

 Managebudgetandallocatefundsappropriately.

 Bringoutthebestofbranch’spersonnelbyproviding
training,coaching,developmentandmotivation.

 Addresscustomerandemployeesatisfactionissuespromptly.

 Networktoimprovethepresenceandreputationofthebranch
andcompany.

FrontofficeAssociateatSoldeGoa(March2020–May2020)

 Responsibletogreettheguestandmakethem feel

comfortable.

 Responsiblewiththecheckinandcheckoutprocessusing

EZEEsoftware.

 Checkingoutwiththeneedsoftheguestandprovidingthem

withso.

 Responsibleforansweringthecallsandmanagingmails.CUSTOMERSERVICEINCITADELHOTEL(1stJuly2018-31st
December2018)

LifeAdvisorin(BhartiAXALIFEINSURANCE/MaxLifeInsurance/
Kotaklifeinsurance)(PARTTIME)

 Greetingguestsuponarrivalandmakingthem feelwelcomed.

 Administeringcheck-insandcheck-outs.

 Providingfrontdeskservicestoguests.

 Assigningroomsandtakingcareofadministrativeduties.

 Deliveringmailandmessages.

 Processingguestpayments.

 Responsibleforsuggestingtheinsuranceplanstothe
customersbydeterminingtheirparticularneedandfinancial
situations.

 Responsiblefordevelopinglongterm relationshipwithexisting

andseeksoutnewclients.

 Describethefeatures,advantagesoftheinsurancepoliciesto

promotethesalesofinsuranceplans.

 Responsibleforprovidingservicestotheclientsaccordingto

insurancepolicies.

 Responsibetorecruitateam ofininsuranceagentsandtrain

them forKotaklifeinsuranceagents.

INDUSTRIALTRAININGINHYATTPUNE
(30thNovember2017-31stMarch2018)

 TRAINEDINALLMAJORHOSPITALITY
FIELDS(FRONTOFFICE,HOUSEKEEPING,
FOOD&BEVERAGE,HUMANRESOURCE)

 TRAINEDINMANAGINGEVENTSAND
BANQUETSETTINGS.

ABOUTME
PERFORMANCE-ORIENTEDANDCONFIDENT
WITHBACHELORSINHOSPITALITYSCIENCE
ANDFIVEYEARSOFEXPERIENCEINDIFFERENT
FIELDSOFWORKFROM INSURANCE
COMPANIES,RECRUITMENTCONSULTANCIES,
HOTELSANDRESORTS,REALESTATE,
WAREHOUSING.ABILITYTOUSESTRONG
COMMUNICATIONANDCOLLABORATION
SKILLSTOHELPTEAMSFINDTHEPOTENTIAL

TIMEMANAGEMENT

CUSTOMERSERVICE

KNOWLEDGEOFMICROSOFT

OFFICEADMINISTRATION

MULTI-TASKINGABILITY

STRONGOBSERVATIONALSKILL

SHAKIFSHAIKH
STORESUPERVISOR/PROPERTYCORDINATOR

+97336684189- shakifshaikh50@gmail.com -
CPR:961141514

EDUCATION
B.sc(HS)(BachelorinHospitalityScience)
(2018)
MangaloreUniversity-Mangalore,India

HigherSecondary–Commerce(2015)
GoaBoard,Goa,India

SSC(2012)
GoaBoard,Goa,India

DCA(DiplomainComputerapplications)(2013)
Comtechcomputeracademy,Goa,India

TRAINING


