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CAREEROBJECTIVE:
I am seeking employment with a company where I can grow professionally and personally.
PROFESSIONAL WORK EXPERIENCE: 

Organization:



Pakistan Steel Mills
Tenure:



May 2007 – 2015
Designations:



Front Desk Officer
Responsibilities:



· Process Guest Check ins & Check outs,
· Direct report to DGM about Room Position

· Greet, escort, select and assign the room for VIP Guests

· To inspect the VIP arrival rooms and make sure that everything is OK
· Perform other duties as requested by D.G.M

· Handle payment through cash& credit card

· Prepared and complete room and restaurant Bills

· Greet the guest, Registered and assigned rooms to guests

· Provide training to new personnel

· During work load supervises each and everything

· Communicate with all departments and maintain work relationship

· Maintain master key control

· Resolve guest problems quickly

· Maintain log book
ACADEMIC EDUCATION:





EXAMINING BODY:




YEAR
· Graduation


Shah Abdul Latif University



2008
· Intermediate


Board of Intermediate Education


2006
COMMUNICATION AND INTERPERSONAL SKILLS:

· Outstanding command over verbal and non-verbal communicative & interpersonal skills.

· Strong organizational, managerial, problem solving, interpersonal and negotiation skills.

· Confidently able to work independently or in a team to deal effectively with educators & employees.

· Flair to organize & prioritize tasks to meet deadlines.

· Ability to manage multiple projects with minimal supervision.

· Have a good level command over English and Urdu Languages.

CERTIFICATES & DIPLOMA:

· Front Office


1st Position


PITHM



2015
· Hotel Management

3rdPosition


PITHM



2014
· MS Office



(All versions, esp. MS Word, MS Power Point and MS Excel)
· Recommendation Certificate

From CEO of Pakistan Steel



2010
INTERESTSANDHOBBIES:
· Play badminton in a free time
· Recite Holly Quran
· Listening Islamic Bayan
· Meeting with Friends
· Swimming
PERSONAL INFORMATION:
Date of Birth


:
01-02-1988
Religion


: 
Islam

Languages


:
English, Arabic, Urdu, Sindhi
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