Tom Muscatello
 60 West Broad Street, # 6A, Mount Vernon, NY 10552

914.263.8841 / tmuscat@aol.com
06/09-present

Historic Homestead Hospitality, LLC
NYC, NY

Director of Operations and Guest Room Services
· Manage Housekeeping, Customer Service and Hotline operations
· Oversee all aspects of office administration and sales strategies
· HR functions including payroll and benefits

· Coordinate all private travel and client entertainment

· Vendor and purchasing management, equipment upgrades
· Recruitment and hiring, training and quality insurance
· Create and implement employee incentive programs
· Plan all employee functions, i.e. awards, recognition functions
02/07-06/09

Hilton New York


NYC, NY


Project Manager
· Liaison between architects, designers and general contractors and hotel
· Organize project and vendor management
· Plan and execute renovation projects, cosmetic and major, in all areas of hotel

· Develop budget, forecast, five year renovation schedule

· Create and conduct training classes for all Property Operations employees

· Oversee the Energy Savings Council which I developed and implemented
02/99-02-07

Hilton New York Hotel


NYC, NY

Director of Communications
· Oversee five departments: Customer Service, Technical Telecommunications, International Switchboard, Reservations, Executive Business Center
· Responsible for budgeting, forecasting cost-containment

· Wrote training manuals for each department

· Facilitated technical installations for meetings and conventions

· Increased sales from $1.5 to $5.6 million
02/96-02/99

Hilton New York Hotel


NYC, NY

Executive Assistant/Office Manager
· Coordinated office activities & calendars for three Executives
· Installed newest technology

· Conducted weekly staff meetings

· Chaired Daily Operations Meetings with Managers

04/94-02/96

Hilton New York Hotel


NYC, NY

Training & Quality Assurance Manager

· Spearheaded all mandatory Corporate Training Programs

· Launched Manager on Duty program for all Managers of the hotel

· Launched the hotel’s first Train the Trainer program

· Created the foreign language assistance program
· Created the service recovery program 

· Created Employee Recognition Program

10/87-04/96

Waldorf-Astoria, A Hilton Hotel

NYC, NY

Executive Office Manager
· Oversaw office administration 

· Coordinated upgrading office equipment, and procedures

· Implemented employee incentive programs

· Responsible for employee reward ceremonies and holiday parties
Skills:
Microsoft Office, Microsoft Outlook, Internet Research, PowerPoint, Excel, PeopleSoft Payroll,  Birch Street Purchasing, fluency in Italian and proficient in Spanish
Education:
1986


SUNY New Paltz


NY State



BA, cum laude

Business
