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Curriculum vitae 

Contact Details
 Name;           JAMSHED 

E-mail:         JAMSHED.142837@2freemail.com  
Personal Details
· Date of Birth:

6 September 1984

· Nationality:

Indian

· Marital Status: 

Single 

· Visa:

Visit visa from 12/04/2012 till 07/08/2012
· Language Known:
English, Hindi & Gujarati

· Interests:

Reading Books & Listening to Music

Objective

To seek a challenging long-term career oriented employment in the field of customer service or in a call centre or in administration department in any good company 
Personal & Professional Profile 

· Confident and professional communication skills.

· Extensive hands on Microsoft Office products (Excel, PowerPoint and Word)

· Strengths: Quick decision, Excellence, Systematic and Pragmatic

· Ability to work under tremendous work pressure & meet with the dead-lines with ease and efficiency

· Proactive, self-motivated and independent worker hard working and sincere. 

Educational Qualification
· Diploma in Hotel Operations & Management from Cambridge International College, UK

· Certificate in computer hardware from “All Rolla Computer Institute, Sharjah – December 2005 (1 month’s course)

· Completed A+ certification course from “ New horizon” Dubai in computer Hardware and software from 23 July – 17August 2005
· Certificate of completion in Amadeus computerized reservation from 1 May 2005-15 June 2005 from Career Institute, Dubai  

· Certificate in Galileo computerized reservation from 18 December 2004 –18 March 2005 from Career Institute, Dubai

· Passed “AS” level from ED EXCEL UK in 2004
· Certificate in basic computer application like ms office 2000(MS Dos, Windows, MS Office including MS Word, MS Excel, PowerPoint, MS Outlook, Access and using internet from Interman Institute Sharjah from 15-07-2003 –30-08-2003

· Passed IGCSE “O”LEVELS from University of Cambridge from U.K. in 2003

· Passed 10th  from CBSE INDIA in 2002 from Progressive English School, Sharjah

· Certificate in basic computer application like ms office 2000 (Word, Excel, Power point from Al Rolla computer institute sharjah from 16 September 2006 – 31October 2006.
· Certificate in  office administration  from 06 December 2008 to 20 December 2008 from 
Nadia institute sharjah. 

Experience
Taken industrial training from Taj palace hotel Dubai in front office department for a period of two months from 22 December2006 – 08 Febuarary 2007 exposed to various departments like.

·  Reception

·  Concierge

·  Telephone operators 

·  Guest relations

·  Valet 

·  Business centre

Taken industrial training from hotel holiday international sharjah  from 10 March2007 – 24 April 2007in front office departments like

· Telephone operators 

·  Reservation

Before worked in Four Star Deluxe hotel Avari Dubai as GSA cum Telephone Operator from
18/6/2007 till 6/10/2009 responsibility during this period the duties performed as following:
Ensure that all guests are checked in and checked out smoothly as possible.

Welcome all the VIP guest.

Assist guest with general enquiries about the facilities and daily events and function  

Co-ordinating with different department in the hotel so efficiency can be maintained 

Worked on Fidelio and opera system.

Handling executive club lounge.

Feeding passport details in Dubai police system .

 Worked in Radisson Blue Resort Sharjah 
Join from October 10/9/2009 an on probation of six months.

Job duties performed: 
All Guests are checked in checked out smoothly

Handling enquiries about the daily events and functions
Welcome all VIP guest and airlines crew staff

At present working on opera system

Feeding passport details in Sharjah police system.

 Worked in Metropolitan Deira Hotel Dubai under Al Habtoor Group 
Join from 06/04/2011till 27/07/2011 as receptionists
Job duties performed.

All guests check in 
 working on opera system

Special Achievements
· Certificate of Merit – as a winning member of Kho-kho team (School Sports)

· Completed personality development course 
· Certificate in effective telephone and communication skills from Nadia institute sharjah 
References
· Will be readily furnished on request
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