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Gulfjobseeker CV No: 1307262
To interview this candidate call 971505905010

Or email us back filled up Vacancy Form

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
Nationality: South African

Date of Birth: 1984/07/17

Objective: To obtain a challenging position which will allow me to grow professionally, while being able to utilize my strong organizational, educational, and exceptional people skills.
EDUCATIONAL HISTORY

PROFESSIONAL QUALIFACTION
: Media Studies & Journalism- Graduated 2005 

COMPUTER LITERACY

MS Word, MS Excel, MS PowerPoint, MS Outlook Express, Internet Information Server, Epicure Reservations System, Opera, Delphi

SECONDARY EDUCATION

: Matric - 2002


  

STRENGTHS
Strong Administration and organizational skills, Interpersonal people skills, Good communication skills, Fluent in English – Spoken and written, Works well under pressure. Personally and Professionally organized.
EMPLOYER - Jumeirah Emirates Towers – Dubai
POSITION - Sales Agent, F & B - Administration (April 2013 – To date)
RESPONSIBILITIES
· Serve inquiries & take restaurant bookings

· Generate daily reports for restaurants

· In charge of Epicure Admin System Site

· Handling Groups functions & Exclusive bookings
· Provide proposals, contracts and send BEO’s

· Deals with 3rd Party Payments & Pro Forma invoice
· Arrange site inspections at restaurants
· Handling & capturing guest comment cards

· Work independently when my manager is on off and maintain the daily operation

· Assisting my Manager with training the Hostesses with Epicure System and Test Call Criteria

· Handle complaints and feedback from customers in a calm and professional manner over the telephone. Gathers all information and communicates the issues to management.
· Pull out JD Powers guest comment and input into Guest feedback System

· Maintaining Guest Quality Profile 

· Assist guest request and needs

· Meet deadlines
· To handle all incoming correspondence & distribution of all documents to the relative departments                    
EMPLOYER - Madinat Jumeirah - Dubai
POSITION - Sales Agent - Central Restaurant Reservations (10 March 2011 – 06 April 2013)
RESPONSIBILITY

·  Generate Daily Restaurant Reservations report for 4 properties 

· Suggestive selling
· To handle guest requests independently by supplying information, contacting concerned departments
· Work maximum 2 days a week in the Jumeirah Beach Hotel reservations lobby where guests can make their lunch and dinner bookings
· Take Group Bookings, provide proposals and contracts

· Serve all inquiries and bookings and to correspond to emails in a timely manner

· To identify and anticipate needs and requirements
· Uses and maintains Restaurant Reservations System accordingly as per given procedure
· To keep myself updated with the current and future restaurant status and the occupancy levels
· Daily filing and conducting briefings

EMPLOYER - Wild Wadi Water Park, Dubai

POSITION – Lifeguard (July 2008 – March 2011)

EMPLOYER - The Car Trader (PTY) Ltd. 

POSITION – Advertising Consultant – Car Magazine (February 2005 – June 2008)
RESPONSIBILITY

· Sell advertising space for our private advertisers

· Generate sales for new client database

· Maintaining existing client database by providing excellent and professional services

· Providing accurate information/education on our products and services

· Spot a sales opportunity and upsell products and service to existing or potential clients
· Weekly CSI Reports

· Monthly research on success rates

· Outdoor Promotions

· Provide regular updates on the market

· Set up appointments with potential clients

· Cold canvassing

· Capturing of adverts (saving pictures and image grabbing)

· Administration work

· Meet weekly deadlines
· Work on ads for small businesses (Spare Shops, Show room,  Clients advertising their products or services)

· I receive their layouts, logos and I just do the artwork

· Emailing potential clients with our current promotions
· Upload adverts onto the website
Cross Training – Sales Executive - Certificate
Jumeirah Emirates Towers – Events and Group Groups – Completed by 20th May 2014.
Cross Training- Events Executive - Certificate

Madinat Jumeirah – Jumeirah Hospitality Department - Completed in 03rd April 2013
Trainings attended 
Time Management, Motivation, Fire & Safety, Complaint Handling, and Stress Workshop. Supervisory Development Training
Personal Strength
Creative Writing and Painting. Youth Leader
Reference will be provided upon Request.


