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Name: AALOKE BALI   				

objective 

To work with an organization of repute, which offers me healthy work culture, an atmosphere that enhances my skills and offer challenging work environment and excellent growth prospects.
Summary

Current Role: Project Officer, Commonwealth Games Organizing Committee, New Delhi
Experience: Eight Years

Work Experience

· Working as a Project Officer – Games Village with Commonwealth Games Organizing Committee, New Delhi, India (Oct’2009 – Till Date)

· Working as a Manager – Operations with Prowiz Mansystems Pvt. Ltd., a Facility Management Co., Noida, U.P, India (June’2008 – Oct’2009)

· Worked as an Assistant Manager – Hospitality Room Division Management with Hotel Hyatt Regency Miami, Florida, U.S.A (Nov’2006 – April’ 2008)

· Worked as a Facility Management Executive with Integrated Property Management & Services Ltd., New Delhi, India (Nov’2004 - Sept’05)

· Worked as a Front Office Executive with Savoy Suites (A unit of Ascot Hotels & Resorts Ltd.), Noida, U.P., India (Dec’2003 – Oct’2004)

· Worked as a Front Office Executive with Shipra Group of Hotels (A 3 Star category Hotel) Noida, U.P., India (June’2001 – Nov’2003)


DUTIES PERFORMED
as a Manager – Operations with Prowiz Mansystems Pvt. Ltd., a Facility Management Co., Noida, U.P, India
	
· Handling workforce of almost 1000 employees in Delhi, NCR & Maharashtra Region, Gujarat Region, U.P Region, and Rajasthan Region, Uttrakhand Region as a Manager Operation.
· Coordinated with the client Like Castrol India Ltd., Reliance Retail Ltd. Rajasthan. Tata Motors Ltd. Nano Plant, Rudarpur, Tata Motors Ltd. Ahmedabad, Nestle India Ltd., Rudarpur, Moser Baer India Ltd Noida & Greater Noida etc.
· Independently introduced & handling QUALITY CONTROL dept. within the comp. to keep track of the performances & quality level of the workforce & upkeep of the client sites as per the parameters defined by the organization.
· Independently handling complete coordination between office support & clients as a customer care manager within the company.
· Conduct inspection for new sites with sales team on there requirements in terms of manpower, Material and machines.
· Interaction with existing clients and work towards there needs and try to improve/upgrade the services up to satisfaction level.
· Assess and Manage AMT (Attendance Management Team) for work force at different location.
· Assess and Manage SMT (Shortfall Management Team) for work force at different location.
· Training to skilled and non skilled workers on regular basis.
· Analyze on weekly basis by conducting group meetings and try to give quality service to client on all India bases.
· Giving Value Added services to clients & imparting training to HK staff deployed at various sites.
· Building Good Team & providing manpower at various client sites.
· Making assessment of outstanding payments & follow up with clients for timely payments.
·  Motivating & encouraging the team to deliver satisfactory services at sites.
· Preparing Duty roasters, report formats (daily, weekly & monthly) & other documents for various sites as per clients requirements

as an Assistant Manager – Hospitality Room Division Management with Hotel Hyatt Regency Miami, Florida, U.S.A

· Room Division Management
· Front & Back office operations
· Reservations, Check-in & Check-out
· Night Auditing
· Cash Management
· Preparation of relevant reports
· Guest & Client relations, guest complaints, guest escorting etc.

as a Facility Management Executive with Integrated Property Management & Services Ltd., New Delhi, India

· To deal with vendors regarding Facility Management Services
· Looking after entire Electromech Team & FMS people
· Conference arrangements
· Arrangements for Foreign visiting dignitaries
· Looking after Pantry system
· Preparation of monthly reports
· Employee discipline & grievance handling
· Administrative support etc


as a Front Office Executive with Savoy Suites (A unit of Ascot Hotels & Resorts Ltd.), Noida, U.P., India

· Taking Care of Reservations 
· Check-in & Check-outs 
· Managing & Supervising entire Front office operations
· Handling Back office operations
· Night Auditing, Bell Desk operations etc.
· Inventory & Cash Management
· Coordination with other departments  
· Administrative support
· Guest & Client relations, guest complaints, guest escorting etc.
· Preparation & Maintenance of Rosters & other reports related to Dept. etc. 
· Training of juniors & supervising them etc.

AS A FRONT OFFICE EXECUTIVE WITH SHIPRA GROUP OF HOTELS (A 3 STAR CATEGORY HOTEL) NOIDA, U.P., INDIA 

· Supervising & handling entire Front & Back office operations
· Taking care of Reservations, Check-in & Check-outs
· Handling of Bell desk etc.
· Night Auditing 
· Cash handling
· Involved in Guest relations, handling of guest complaints etc.
· Maintaining Rosters, duty charts etc
· Training of Juniors
Professional and Educational qualification
	YEAR
	INSTITUTE / UNIVERSITY
	DEGREE HELD

	2006
	University of Perpignan (I.U.P), France
	Master De Management Du Tourisme Specialization Hotellerie Internationale

	2005-06
	Institut Vatel, Nimes, France
	Executive M.B.A. in International Hotel & Tourism Management

	1998-01
	Bharati Vidyapeeth Institute of Hotel Management & Catering Technology, Mumbai (India)
	Bachelors in Hotel Management

	1995
	M.A.M.Govt.Higher Secondary School, Shopian Kashmir, J&K, India
	HSC

	1992
	M.A.M.Govt.Higher Secondary School, Shopian Kashmir, J&K, India
	SSC



TRAINING DETAILS


	YEAR
	ORGANIZATION
	DEPARTMENT

	1st April’06 –15th Oct’06
	Grand Hotel Aston, Nice, France
	Food & Beverage (Service) Department 

	1st Oct’99 –31st Dec’99
	Hotel Holiday Home, Shimla (H.P, India)
	Food & Beverage (Service) Department 

	1st June’99 –31st July’99
	Hotel Asia, Jammu (J&K, India)	
	House Keeping Department



AREAS OF INTEREST

· Facility Management Services
· Front & Back Office operations
· Administration & Office coordination
· Housekeeping Management
· Hotel Operations
· Food & Beverages, Banquets etc.
I.T SKILLS

· Fidellio
· Intellectual Data System 
· MS Office – Word, Excel, PowerPoint etc.
· Internet

LANGUAGES KNOWN

· English (Fluent)    			 
· French (Some Notions)
· Kashmiri (Mother Tongue)
· Hindi   (Fluent)
· Urdu (Fluent)
PERSONAL DETAILS

Date of Birth 	:   27th September, 1978
Place of Birth 	:   Kashmir
Gender		:   Male
Marital Status 	:   Married
Nationality	:   Indian

CORRESPONDENCE DETAILS

Address: Kamini - 202, Amrapali Royal, 2B, Vaibhav Khand, Indirapuram, Ghaziabad – U.P
Mobile  :   9990034545 / 9810815234				
Email	  :   alokbali@rediffmail.com / abali2007@gmail.com


The details furnished above are true to the best of my knowledge. 

	
Date:
Place:




                                                                                         		(AALOKE BALI)
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