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Objective
To sharpen my capabilities in a true professional by facing challenges, leading to growth and career advancement.
Education
	1. FSc (Pre-Medical) 
Board of Intermediate & Secondary Education Rawalpindi.

2. Matriculation (Science Group) 
 Board of Intermediate & Secondary Education Abbottabad.


Additional Professional Qualification
	· Working Experience on Holidex (IHG Reservation System)

· Working experience on Opera (Property Management System)

· IHG Rewards Club Knowledge

· Familiar with personal computer and working knowledge and experience .


Professional Experience

(1) Front Office Manager at Golden Tulip Qasr Al Baha  (Saudi Arabia) from Sep 07, 2013 till April 18, 2014.
(2) Front Office Manager at Holiday Inn Al-Khobar (Saudi Arabia) from Jan 2013 till June 2013.

(3) Asst. Front Office Manager at Holiday Inn Al-Khobar (Saudi Arabia) from Jan 2010 till Dec 2012. 

(4) Asst. Guest Relation Manager at Holiday Inn Al-Khobar (Saudi Arabia) from March 2009 till December 2009
(5) Front Office Supervisor at Holiday Inn Al-Khobar (Saudi Arabia) from August 26, 2006 till March 2009. 

(6) Duty Manager at Holiday Inn Islamabad, Pakistan from Jan 04, 2006 till Aug 20, 2006 

(7) Reception Supervisor at Holiday Inn Islamabad, Pakistan from May 31, 2004 till Jan 04, 2006 

(8) Reservation Supervisor at Holiday Inn Islamabad, Pakistan from April 01, 2003 to May 31, 2004.

(9) Receptionist at Holiday Inn Islamabad, Pakistan from August 01, 2000 to March 31, 2003.
(10) Telephone Operator at Holiday Inn Islamabad, Pakistan from December 01, 1998 to July 31, 2000.

Professional Career Achievements & Certificates
	· Certificate of Participation by Saudi Arabian Weightlifting & Bodybuilding Federation in organising their event at the hotel and making it successful  in Feb 2012

· Appreciation letter by Abdullah A. Bugshan Company  for delivering  outstanding service to their guests in Feb 2012

· Commendation Certificate by the General Manager in Feb 2012.

· Certificate of IHG Revenue Development & Training RESPRO 2.0 Workshop in December 2012.

· Certificate of IHG Revenue Development & Training PROFITABLE REVENUE Workshop in December 2012.

· Certificate of Being Brand Hearted (Leading the Brand Experience) in December 2011.

· Certificate of IHG Revenue Development & Training HOLIDEX ® Plus RCRC functions in March 2011.

· Commendation Certificate by the General Manager on successfully responding the IHG mystery caller in June 2010.

· Commendation Certificate by the General Manager on successfully responding the IHG mystery caller in June 2010.

· Commendation Certificate by the General Manager on successfully responding the IHG mystery caller in March 2010.

· Employee of the Month Certificate in Feb 2009.

· Certificate of Quality Excellence 2009 EMEA Award.

· Certificate of Quality Excellence 2008 EMEA Award.

· Commendation Certificate by the Front Office Manager on my excellent performance, honesty & hard work in Feb 2009.

· Commendation Certificate by the General Manager for the efforts to induct the Priority Club procedure in June 2006.

· Commendation Certificate for Outstanding Performance during high occupancy in October 2005.

· Commendation Certificate for Outstanding Performance during high occupancy in December 2004.

· Commendation Certificate for Outstanding Performance in the recognition of successful contribution to the 12th SAARC conference in January 2004.
· Commendation Certificate by the General Manager on my hard work and efforts I displayed in managing the services of extraordinary large delegation in August 2003


Duties & Responsibilities 
Financial Returns:

· Participate in the preparation of the annual departmental operating budget and financial plans. Monitor budget and control labor costs and expenses with a focus on rate strategy, building initiatives and inventory management.

· Oversee night audit function and preparation of daily financial reports.

· Develop plans to increase occupancy and ADR through walk-ins and upselling at the front desk.

· Monitor system delivery and change rates when required in order to maximize the revenue.
People:

· Manage day-to-day staffing requirements, plan and assign work and establish performance and development goals for team members. Provide mentoring, coaching and regular feedback to help manage conflict and improve team member performance.

· Educate and train team members in compliance with state and local laws and safety regulations. Ensure staff is properly trained and has the tools and equipment to carry out job duties.

· Ensure staff is properly trained on systems, security and cash-handling procedures as well as service and quality standards.

Guest Experience:

· Ensure front office staff provides guests with prompt service, professional attention and personal recognition.

· Ensure guests are greeted upon arrival and make time to interact effectively with guests. Respond appropriately to guest complaints, solicit feedback and build relationships to drive continuous improvement in guest satisfaction.

· Conduct routine inspections of the front office and public areas and take immediate actions to correct any deficiencies.

· Review daily arrivals, VIP’s, special request and ensure all rooms are pre blocked and pre-registered and amenities are placed in rooms.

Responsible Business:

· Check billing instructions and guest credit for compliance with hotel credit policy and ensure all transactions are handled in a secure manner.
· Train team members on PBX procedures and serve as a central communications point during emergency/crisis situations; develop and maintain relationships with local fire, police and emergency personnel

Personal Detail
	Date of Birth
	September 08, 1978

	Nationality
	Pakistani

	
	

	
	

	Language Known
	English, Urdu (Fluent) & Arabic (Fair)

	Religion
	Islam 

	Marital Status
	Married


References on Request  (  Available for Relocation
