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PROFILE SUMMARY
Dynamic professional with proven experience in handling cashier functions, front office duties, administrative support works, client relations and customer service within a reputed first class fine diner. Consistently demonstrated admirable capacity to effectively set priorities and work in challenging and pressure-driven environment. Admired and valued for flair in establishing rapport and dealing with tact with clients, and in delivering service at the highest quality standard to ensure customer satisfaction. Proactive team player with excellent communication and interpersonal skills combined with presentable personality and professional business style. Keenly interested for a challenging role within a reputed Financial Service Provider or any progressive Bank.


STRENGTHS
· Gulf-experienced Professional
· Solid Career Foundation in Hospitality Industry
· Superb Client Relations & Customer Service
· Driven to Achieve Client Satisfaction
· Cashier & Front Office Functions Know-how
· Can Multitask & Ready to Face New Challenges
· Adaptable to Dynamic Business Scenario
· High Sense of Responsibility-Strong Team Spirit
EDUCATIONAL QUALIFICATION
Business Management Course - Teshreen University, Syria
trading high school certificate
CAREER ACHIEVEMENTS
· Successfully achieved performance parameters as well as organizational goals and objectives.   Always performed assigned workload with indefinable enthusiasm, commitment, honesty and dedication.
· Gained rich exposure in dealing with different customers acquired from solid career foundation within first class fine diner. Experience further honed skill in delivering top quality service that sells.
· Noted as strong team player who is adaptive to change and resourceful in getting the job done.
· Displayed enthusiasm on working towards excellence, to learn new things and aspire for development coupled with sincere desire to contribute to the continued growth and success of organization.
WORK EXPERIENCE


Confidental
5 star Arabian Restaurant renowned in providing old-world romance to the modern-day eating experience.
Cashier
2007 – Present
· Welcomed and dealt with customers visiting the restaurant.
· Offered  advice  to  customers  regarding  purchases,  applying  knowledge  of restaurant menu, and provided top quality service at all times.
· Carried out broad-based operational support duties like phone management,
reservations handling and delivery arrangement, among others.
Proven Job Role:
· 
Performed billing and cashier duties. Entrusted to handle high value money.
· Counted money in cash drawers at the beginning of shifts to ensure that amounts were correct and that there was adequate change.
· Calculated total payments received during a time period, and reconciled this
with total sales. Likewise, balanced cash drawers nightly.
· Prepared petty cash report for management perusal.


CAPABILITIES
Teller Duties
· Receive checks and cash for deposit. Verify amounts, and check accuracy of deposit slips.
· Examine  checks  for  endorsements  and  to  verify  other  information  such  as  dates,  bank  names, identification of the persons receiving payments and the legality of the documents.
· Record customer’s transactions into computers and issue computer-generated receipts.
· Count currency, coins, and checks received, by hand or using currency-counting machine, to prepare them for deposit or shipment to branch banks or the Federal Reserve Bank.
· Identify transaction mistakes when debits and credits do not balance.
· Prepare and verify cashier's checks.
· Arrange monies received in cash boxes and coin dispensers according to denomination.
· Process  transactions  such  as  term  deposits,  retirement  savings  plan  contributions,  automated  teller transactions, night deposits, and mail deposits.
· Balance currency, coin, and checks in cash drawers at ends of shifts, and calculate daily transactions using computers, calculators, or adding machines.
· Cash checks and pay out money after verifying that signatures are correct, that written and numerical amounts agree, and that accounts have sufficient funds.
Customer Service
· Act as first point of contact for customers while projecting professional image at all times.
· Display high quality, prompt and professional customer service to achieve customer satisfaction, repeat and referral business. Ensure understanding of client needs through great attention to detail.
· Process customer transactions and respond inquiries in a responsive, accurate and timely manner.
· Apply basic concepts and procedures of handling client’s complaints while meeting quality standards for customer services. Examine all information to assess validity of complaints and determine causes.
· Refer unresolved customer grievances to designated department for further investigation.
· Keep records of customer transactions, details of inquiries, complains, issues and actions taken.
· Continually develop understanding of company’s culture, products, ethical initiatives and other areas of business. Reflect the same in everyday performance.
IT SKILLS
Proficient in MS Office Suite E-mail & Internet Applications
PERSONAL DETAILS
Nationality
:
Syrian
Date of Birth
:
20th April 1983 Marital Status
:
Single
Driving License
:
UAE Light Vehicle Language
:
English & Arabic
REFERENCE
Available upon request with supporting documents.
salary expecte 4500 dhs
