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Career Objectives:

To obtain a challenging position in a company that offers not only the highest quality of services but also limitless career development and intellectual growth and help explore and maximize my full potential using my skills, abilities and interest which in turn will enable the company to meet its goals.

Personal outline:
· Self motivated with outstanding organizational and interpersonal skills.

· Able to work under performance pressure and support managers.

· Able to work independently and within a team.

· Hardworking and can adjust easily to any kind of work environment.

· Training skill for new staff.

· Well experience for opening property as opening management.

· More than 10 years in Hospitality industry in the U.A.E of Best Customer Service.
PROFESSIONAL EXPERIENCE:
Sr. Front Office Supervisor:

Company

  : 72H Hotel, (Hues Management Sharjah), U.A.E 
Duration
: March 2014 to till date
Duties
& Responsibilities 
:
· Oversee and supervise all duties performed by all Front Office employees.

· Coach, counsel and discipline employees when necessary, using proper documentation and proper techniques.

· Ensure that all Front Office employees complete their essential duties before their departure.

· Ensure that all Front Office employees are posted at their stations at posted time.

· Assist with all sick calls or tardiness by finding proper coverage, report to work and stay until proper coverage can be found.

· Assist with any scheduled shift problems on the night audit shifts.

· Accountable for the proper training and daily monitoring of all service levels provided by employees to guests and other fellow employees.

· Monitor and maintain proper Front Office operational supplies.

· Accountable for meeting and coming in under payroll and expense budgets.

· Accountable for maintaining and monitoring that all employees follow proper cash handling procedures.

· Ensure proper inventory controls, working with Sales and Reservations to ensure maximum selling potential and house balance.

· Ensure accuracy of groups, rooming lists, billing, amenities, arrivals, etc.

· Maintain cleanliness and organization of back office, front desk, and front desk closet. Check and prepare files of CID system matching win in house guest list on daily basis.
Front Office Supervisor:

Company 

: Xclusive Deluxe Hotel Apartments, Dubai, Deluxe Hotel Apartments
Duration

: October 2011 to February 2014

Duties
& Responsibilities
:
·    Oversee and supervise all duties performed by all Front Office employees.

· Coach, counsel and discipline employees when necessary, using proper documentation and proper techniques.

· Ensure that all Front Office employees complete their essential duties before their departure.

· Ensure that all Front Office employees are posted at their stations at posted time.

· Assist with all sick calls or tardiness by finding proper coverage, report to work and stay until proper coverage can be found.

· Assist with any scheduled shift problems on the night audit shifts.

· Accountable for the proper training and daily monitoring of all service levels provided by employees to guests and other fellow employees.

· Monitor and maintain proper Front Office operational supplies.

· Accountable for meeting and coming in under payroll and expense budgets.

· Accountable for maintaining and monitoring that all employees follow proper cash handling procedures.

· Ensure proper inventory controls, working with Sales and Reservations to ensure maximum selling potential and house balance.

· Ensure accuracy of groups, rooming lists, billing, amenities, arrivals, etc.

· Maintain cleanliness and organization of back office, front desk, and front desk closet. Check and prepare files of CID system matching win in house guest list on daily basis.
Front Office Shift Leader:

Company 

: Xclusive Deluxe Hotel Apartments, Dubai, Deluxe Hotel Apartments
Duration

: November 2009 to October 2011
Duties
& Responsibilities
:
· Welcoming guests to the hotel in a polite, friendly and helpful manner.

· Dealing with late arrivals and assisting with early check-outs.

·  Check out departing guests using the hotel’s accounting system.

· Taking payment from guests in the form of cash or credit cards.

· Answering telephone inquiries promptly & professionally & transferring calls on.

            Being a point of contact for guests should they have any queries.

·  Arranging for brief tours of the hotels rooms and facilities.

· Operating switchboard and directing calls appropriately.

· Dealing with and resolving customer complaints.

· Checking function sheets.

· Managing group bookings for conferencing, the restaurant and accommodation.

· Keeping up to date on all hotel products, services, pricing & promotional offers.
· Completing the night auditing procedures with accuracy and attention to detail.

· Maximise sales revenues through up selling and marketing programmes.

· Provide information and literature about the hotel in person and via telephone.

· Ensuring all relevant paperwork has been completed in order for a smooth handover

            at the end of your shift.

Sr. Receptionist / Night Auditor:
Company 

: Al. Shams Plaza Hotel Apartments, Dubai, Standard Hotel
Duration

: Nov 2007 to November 2009
Duties
& Responsibilities:
· Welcoming guests to the hotel in a polite, friendly and helpful manner.

· Dealing with late arrivals and assisting with early check-outs.

·  Check out departing guests using the hotel’s accounting system.

· Taking payment from guests in the form of cash or credit cards.

· Answering telephone inquiries promptly & professionally & transferring calls on.

            Being a point of contact for guests should they have any queries.

·  Arranging for brief tours of the hotels rooms and facilities.

· Operating switchboard and directing calls appropriately.

· Dealing with and resolving customer complaints.

· Checking function sheets.

· Managing group bookings for conferencing, the restaurant and accommodation.

· Keeping up to date on all hotel products, services, pricing & promotional offers.

· Completing the night auditing procedures with accuracy and attention to detail.

· Maximize sales revenues through up selling and marketing programmes.

· Provide information and literature about the hotel in person and via telephone.

· Ensuring all relevant paperwork has been completed in order for a smooth handover

            at the end of your shift.

Internship:

Completed internship training program at Union Bank Ltd. Pakistan
Academic Qualification:
B.B.A (Bachelor of Business Administration) from Cyber Nestic College Lahore, Pakistan.
Computer Knowledge:

· Knowledge of IDS (Intellectual Data software) 
· Knowledge of OPERA (PMS)

· Knowledge of CID system of hotels. (English & Arabic)
· Knowledge of In Front System 

· Ms. Office (Ms. Excel, Ms. Word)

· Computer Graphics
Key Strengths:
I have the experience as receptionist, night auditor, Front Office Supervisor , Reservations and sales in hotel industry. Have built and steered high-performing team to achieve quality results. Can promote sense of responsibility and keep the staff motivated. 
Interest and Activities:

Computer, Traveling, listening Music and playing cricket.
Personal Data:
Nationality

:
Pakistan

Marital status

:
Married
Date of Birth

:
26.12.1981

Language

:
English, Hindi, Urdu, Aabic
Vista Status

:
Employment 
References can be furnished if required







