   ELVIA F. CONSTANTIN
24 Harwin Drive

East Brunswick, New Jersey 08816

732.570-1430
elvia.constantin@gmail.com
SUMMARY OF QUALIFICATIONS
More than 15 years of experience on Customer Service and Sales. Outstanding communication, customer service, networking skills. Energetic personality with an eye for details, results oriented, exceptional versatility and adaptability, bilingual English/Spanish
WORK EXPERIENCE
2013-Present
HILTON EAST BRUNSWICK HOTEL, East Brunswick NJ
- Assistant Banquet/Food and Beverage Manager
· Set up and oversee all banquet functions for 42,000 square feet and 30 meeting rooms
· Meticulously plan events with captains to ensure execution is achieved at the highest level
· Coordinate with other staff and departments to arrange for the delivery of requested services
· Maintain constant communication with guests and on-site contact to ensure all expectations are met or exceeded 
· Conduct regular meetings with the catering managers, director of F&B to continuously evaluate strategies and ideas for enhancements to benefit the guests experience
· Prepare weekly schedules  and other related daily work assignments for staff

· Provide leadership and guidance to all team members
2012- 2013
CHUBB GROUP OF INSURANCE COMPANIES, Whitehouse Station, NJ

- Change of Producer Associate
· Communicating with agents, underwriters, marketing representatives via verbal or written communication
· Resolving inquiries directed to the Change of Producer Unit via email or telephone by Customer Service Center or agents

2009- 2012
 EAST BRUNSWICK SCHOOL DISTRICT, East Brunswick, NJ
- Substitute Teacher

· Substitute teacher for various grades and subjects within the school district

2006-2009 
TAD METALS, INC., Monroe, NJ 
- Inside Sales Account Manager

· Handled heavy volume of inquires requesting price quotes, estimate credit and contract terms 
· Generated repeated business through successful client follow up and handled all aspects of the sale
· Developed and maintained current and new customer relationships

· Built and develop effective relationships within assigned territory
1994-2004
SHERATON NY HOTEL AND TOWERS, New York City, NY
- Assistant Banquet Manager –Executive Conference Center

· Provided excellent customer service to high volume of guests attending in house conferences

· Ensured customers’ needs were met including seating arrangements, food/drinks, audio visual requirements and general layout of approximately 55,000 square feet of meeting and banquet space 
· Met individually with clients from major associations and corporate accounts to accommodate special requests

· Maintained written and verbal communications with Meeting Planners and Groups.

· Distributed all necessary information to the appropriate hotel departments to ensure a successful event
EDUCATION
BS/Business Administration, St. Francis College, Brooklyn, New York
