FENIL KAPADIA

75 Grout Street, Mc Gregor, Brisbane QLD 4109 Australia

Mobile (61) 0426870600
Email: fenil_kapadia@yahoo.co.in

Career Objective

Is to pursue a career which requires an optimistic attitude, high confidence and the absolute intelligence in the motivational progressive yet friendly environment of an organisation where the individual achievement and performance will be counted.

Skills & Attributes
· Professional and friendly manner
· Well presented, polite and punctual
· Career orientated and hardworking
· Willingness to face new challenges

· Cooperative and flexible by nature

· Research and report writing skills

· Computer literacy including MS Word, Excel, Outlook & PowerPoint

Education

2009 - 2010

Central Queensland University, Gold Coast, Australia

Masters in Human Resource Management

Subjects:

· Human Resource Management

· Strategy Development & Initiatives

· Marketing Management

· Managing the Employment Relationship

· HRM in a Global Environment

· Global Marketing

· HRM Strategy & Implementation

· Innovation & Change

· Operational Analysis & Effectiveness

2006 - 2009

Griffith University, Gold Coast, Australia                                                      

Bachelors in Business Management (Major in Hotel Management) 

2005 - 2006
Queensland Institute of Business and Technology, Brisbane, Australia        

Hotel Management Diploma           

Employment History
Chifley at Lennons, Brisbane Hotel                                                       August 2011 - Current
Night Manager
· Managed a team of Night Porters/Auditors and responsible for their training, development and motivation. 

· Perform the night audit and oversee the safety and security of the hotel, as well as handle any enquiries effectively and efficiently. 

· Ensure that all areas of the venue, equipment and grounds are kept secured so that all visitors and employees benefit from a safe, secured environment. 

· Liaise with the duty manager and reception via the radio network in the prevention of crime and disorder. 

· Assist with the health and safety and fire prevention at the venue and monitor all fire/intruder alarm systems, including assisting in emergency and evacuation procedures. 

· Ensured that company policies and audit procedures were strictly adhered to.

Chifley at Lennons , Brisbane Hotel
Night Auditor                                                                                          May 2010 – July  2011
· Suggested and implemented ideas and standards which ensured a more personal welcome for all Excellence Hotels guests and used their names to report complaints, comments and compliments. 

· Ensured Fire and Safety procedures were observed and adhered to. 

· Ensured guest property was dealt with using maximum care and attention. 

· Ensured the porters' desk was manned at all times. 

· Ensured that all doors were locked at the required times and porters' security checks had been done and clocked by porters. 

· Ensured maximum revenue was obtained for all room sales. 

· Ensured all night audit procedures were completed to the required standard. 

· Carried out night audit function and assisted where necessary. 

· Ensured all early morning calls were completed for all individual, guests as well as groups. 

· Motivated, trained, educated, appraised and developed all junior staff 

· Liaised with other departments in the hotel with regard to customer requirements and staff. 

· Ensured all breakfast forms were collected by the night porters and any early requests given to the night waiter. 

Watermark Hotel & Spa, Gold Coast
Human Resources Assistant – Voluntary Work Experience
 Aug 2009 – March 2010
· Assist staff and management with enquiries

· Use of the employee database Rockfast to update employee details and compile reports

· Advertise vacancies externally on websites

· Sort through applications and determine suitability

· Respond to all applicants individually 

· Anniversary reports, compiling and distributing reward letters

· Data entry of incident reports and employee appraisals

· Update SOP’s for each department throughout the hotel

· Accurate and up-to-date record keeping of employee files

· Answer HR telephone and general enquiries

· Identify grooming breaches 

· Assist in HR projects and assist other HR team members

Watermark Hotel & Spa, Gold Coast 
Food & Beverage Attendant 




              Sep 2006 – Oct 2009
· Work in Waves Interactive Buffet Restaurant, Amalfi A La Carte Restaurant, Room Service & Banquets
· Take restaurant reservations for both restaurants

· Set tables with clean linen cutlery, crockery and glasses 

· Welcome and seat customers and hand menus to them 

· Talk to guests about the menu and drinks and recommend combinations 

· Take customers' orders and pass them to kitchen staff or bar attendants 

· Serve food and drinks 

· Make up bills and present them to customers 

· Handle money and credit cards 

· Clear tables and return dishes and cutlery to kitchen
Certificate

· First Aid Certificate
· RSA Certificate
References
Reference available on request.
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