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Career Objective:
Work Experience
Magnolia Inn of Gautier – Gautier, MS (June 2004 to Present)
Front Office Manager
· Ensure all employees under my supervision are following hotel policies and successfully operating.
· Motivate front office staff and provide them with clear guidance.
· Daily inspection of rooms and product inventory.
· Verify and settle credit accounts through Visual Matrix software.
· Coordinate staff meetings that address hotel issues.
· Manage training and shift scheduling.
· Use positive languages to ensure the best services to customers.
· Taught Hilton New Hire Orientation class to all new employees in the hotel.
· Business forecasting and team leadership; P&L and Cost Control; Revenue Management.
Sheraton Oceanfront Hotel – Virginia Beach, VA (May 1994 to June 2004)
Front Office Manager
· Managed a safe environment for guests and staff through implementing standards while seeking improvements and new processes.
· Completed administrative duties including incident reports, claim investigations and facilitating communication with insurance companies and the corporate office.
· Managed front desk, night audit, bellmen, and valet operation.
· Managed all bell, door, room service, valet and front office employees.
· Responsible for interviewing, hiring and training employees.
· Used analytic data from Customer Satisfaction Surveys to assist in weekly objectives for the Front Office department.
· Responsible for processing payroll, managing expenses, and P+L reviews.
· Revamped the amenity program to provide guests with unique amenities.
· Mentored new managers and provided them with a framework for future success.
· Responsible for responding and solving guest issues.
· Managed day to day operations of Front Desk Department.
· Handled most of hotel accounting including all A/R, billing, refunds and charge-backs.
· Maintained accurate records including credit card receipts, tax exempt forms and credit card authorizations.
· Responsible for the daily operation of reservations including phones, reporting, management of availability and rate restrictions, coordination of group blocks, GDS, special packages, and corporate reservations.
La Quinta Inn & Suites – Louisville, CO (May 1984 to March 1994)
Front Office Manager
· Responsible for biweekly payroll.
· Reconciled petty cash account.
· Implemented new accounting system after a company-wide switch in software providers and trained staff prior to implementation.
· Interviewed applicants; responsible for hiring and firing.
· Personnel management, oversaw a team of 20+ employees
· Managed all aspects of Front Office, Bell, Valet, Concierge, and Club Lounge. Staff of 40 including 4 AFOM’s.
· Created and implemented rewards member satellite check-in and platinum pass program to increase loyalty and scores.
· Nominated for Manager of the Quarter during first three months of employment.
· Set up all group accounts, input rooming lists, group billing and payment tracking
· Received all guest complaints and concerns and resolve them quickly
· Audited daily packets
Education
M.B.A. in Hotel and Tourism Management – Schiller International University – Largo, FL
B.B.A. in Hotel and Tourism Management – Schiller International University – Dunedin, FL

