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PRATIBHA GAUTAM

SUMMARY

36 months professional experience in hotel management, administration and procurement in Events Management, BPO sectors. BSc in Hotel Management from Bharthiar University combined with Post Graduate diploma in Events Management & Public Relations.




PROFESSIONAL EXPERIENCE:

Zee School                                                            Sep - till date

ADMISSION COUNSELOR

Responsibilities:


* Handling Parents and their queries

* Maintaining students data and the working teachers in the school


*  Teaching Art / craft from class I to XII

VIDYANJALI GRAMMAR SCHOOL				April -  Sep

ADMISSION COUNSELOR


Responsibilities:

· Handling Parents and their queries

· Maintaining students data and the working teachers in the school


· Typing questions papers for Examinations

· Teaching GK from class III to VII


· Teaching Art & Craft from class I to V
Campus Entertainment					July’11 – Oct’11
Management Trainee
Responsibilities:

• Client Servicing- handled the clients from the Delhi University College's Teachers.

• Man Power Management- Handled and co ordinate with the man powers of the
  concerts.

• Data Validation

Wizcraft Internationation Pvt.Ltd.				Feb’11 – Apl’11
Manager – Marketing Services
Responsibilities:

• Clients Servicing- Handled clients from different schools, colleges, & societies
  RWA.

• Operations- Sampling of products eg, Knorr Soupy Noodles, Burn.Organization & 

• Coordination: Coordinated with different departments for smooth execution of event

•  Product Launch- Responsible for preparing presentations for launch of Nokia E7 &
   Touch N Type.
• Co-ordinating with promoters and Emcee regarding the activities.

• Making the scripts for Emcee for the activities.

Wizcraft  International Entertainment				Aug 10-Oct 2010
Support Staff

Responsibilities:

· Manpower Management: Managed the allocation of duties to the volunteers attached
 for the segment.

· Client Servicing: Onsite Client servicing wherein the client being the teachers of the different schools

· Cast management: Managing the cast movement, taking care of their food and beverages and other needs

· Costume: Managed the green room for the cast, which included the costume
allocation

· Data validation: Worked on the accreditation cards for Casts and the crew.


ITC Rajputana Shereton, Jaipur		        		             Dec’ 09 – Mar’ 10
Vocational Trainee


Responsibilities:


•  House Keeping- Handled HK desk, give briefing to the HK Staffs about daily
routine.

• Front Office Department- Room reservations, arranging the bell boy and in help
desk in hotel lobby.

• Food & Beverages Production- Carving of fruits and garnishing of foods.

• Food & Beverages Services- Taking order from the guests, as I was in Room


Adlox BPO                                                                                         Apl’08 – May 08  
Trainee


Responsibilities:

• Making the Out Bond calls to the customers of the Austrailia.

• Handling the clients from UK and answer their Queries regarding the holidays



Sayaji Hotel, Indore                                                                             May’07 – Oct’ 07
Industrial Trainee



Responsibilities:

 • House Keeping- Arranging the guest rooms, manage the HK desk, providing the
  supplies of the rooms, floor In-charge.

• Food & Beverages Services- Recieving the guest calls and take order, providing the
  FnB supplies in the guest's rooms.

• Food & Beverages Production (Bakery)- Garnishing of cakes, Preparing different types of             cakes, suffles, desserts and pastries.


ACADEMIC QUALIFICATIONS:

· BSc in Hotel Management from Bharthiar University.
· Post Graduate Diploma in Events Management & PR






PERSONEL INFORMATION:

Date of Birth			:	3rd July 1988						
Husband name		:	Mr. Abhishek  Sharma	
Marital Status			:	Married

FAMILY DETAILS:

[bookmark: _GoBack]Father				:	Government Job	
Mother			:	Home maker
Sister				:	Business	

Residential Address		:	303, B Block Environ Tower B/H GR residency 
                                                                  Mamtha Nagar Colony Street No – 7
					Nagole, Uppal
                                                                  Hyderabad - 500068



Telephone			:	+91-9642258431/7089127599
Email				:	preity_sharma88@yahoo.com/
                                                                  maahig57@gmail.com
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