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Gender:

female

Marital status:

single

Children:

none

Address:

Nationality:

Dubai, UAE
Lithuanian (EU)

Russian speaking
http://www.gulfjobseeker.com/feedback/submit_fb.php




	


Secondary educat

	on: 

	 


	1997 - 2001 

	Great Britain Open University (OU) 
Professional Diploma in Management 


	1993 - 1996 

	Vilnius College of Economics 
Bachelor in Arts in Economics 



	

	ADVANCED TRAINING

2008 (5 days) 

Amadeus Lietuva - Amadeus basic 

Ticketing system
2004 (40 hours) 

OSA Group - Sales training for distributors, brand and sales managers 

2004 (40 hours) 

Person Profi – 100% guests satisfaction guarantee
1998 (2 days) 
Radisson SAS Hotel Worldwide - Yes, I can! 


	WORK EXPERIENCE

Oct 2014 – June 2015
Dubai Holiday Residence, Operations Manager – managing 50+ independant apartments, Dubai, UAE

· Revenue management. Analyzing competitor rates, uploading BAR to OTA’s.

· Managing reservations.

· Arranging daily tasks and rout plan for Meet and Greet officer, who is responsible for in-room check-ins, collecting deposits and check-outs.

· Arranging and controlling housekeeping staff, scheduling and quality control.

· Arranging repair and maintenance of the apartments.

· Purchasing: cleaning materials, linen, cutleries and etc.

· Accounting: collecting payments, daily expenses, reporting to landlords.

Reason to leave – company was sold.
Jul 2013   -  Oct 2014
Damac Maison, pre-opening of 5* luxury hotel apartments, Dubai, UAE

Duty Manager

· Ensuring that guest’s have smooth running stay in the hotel. 

· Ensuring that Front Office Department meets its quantitative and qualitative targets.
· Maintaining close relationships with guest throughout their stay in order to foster loyalty.
· Handling complaints and providing a rapid solutions. Monitoring guest satisfaction results and implementing procedures on how to improve services.

· Training staff and monitoring adherence to all the credit policies and procedures to reduce bad debts and rebates.

· Supervising same day selling procedures to maximize rooms revenue and control property occupancy.

· Supervising daily Front Desk shift operations and ensures compliance with all policies, standards and procedures.
· Performing all duties at the Front Desk as necessary.
PMS – OPERA 5
Total 353 apartments.
Front Office Department: Reception, Guest relations, Telephone Operators, Concierge, Bellboys, Doormen and Valet Parking employees. 
Aug 2011 – Jul 2013   
The Leading Hotels Of The World, pre-opening of 5* luxury THE TORCH – Doha Hotel, Qatar    
Assistant Revenue and Reservations Manager                                                                     
· Preparing reservation sales reports, business on the books, daily flash, OTA, VIP’s arrivals, Groups chart and cut-off dates.

· Recording special billing arrangements for groups, corporate and governmental accounts, travel agents, arranging LPO’s and vouchers.

· Tracing special guest requests (transportation, visas, occasions, like birthdays, honeymoons, anniversaries, tours, car rentals) and VIP’s arrivals with Front Office, Guest Relations, Sales, Housekeeping, Food and Beverage and Concierge Departments.

· Loading RACK, BAR, RFP, corporate, special promotional, package rates and controlling allotments in GDS and internet reservation systems (Expedia, Booking.com, The Leading Hotels of The World, Late rooms. Hotel.de, Agoda, Hoojoozat.com, Asiatravel, Ultranet, Hotelbeds, WQHotels, Venere, HRS, THE Torch Doha website).

· Tracking “No Show: reservations.

· Checking daily arrivals to ensure all necessary billing instructions are applied to reservations and matching with correspondence and LPO’s.

· Setting up room blocks for upcoming groups, controlling cut-off dates, loading rooming lists.

· Creating Corporate, Travel agents, Governmental, Groups Rate Codes as per contracts provided from Sales team.
· Assisting the Sales team by providing an analysis of statistics and yield information that identifies potential new business, markets and trends
PMS – OPERA 5
            THE TORCH – Doha hotel – 167 rooms.      
Nov 2008 – Jul 2011  

Best Western Kampen Apartament Hotel 4*, Oslo, Norway – Front  Office Manager
Reporting to Hotel owner

· Checking daily arrivals to ensure all necessary billing instructions are applied to reservations and matching with correspondence and LPO’s. Pre arrival preparations for all guests, especially for groups.

· Checking daily departures and to ensure that all late departures are followed up and charged when applicable

· Receiving, recording and processing reservations from different sources (individual guests, corporate and government accounts) using up-selling as per Best Western policy.
· Tracing special guest requests VIP’s arrivals with Front Office and Housekeeping. Inspecting rooms.
· Tracking “No Show: reservations. If needed processing transactions.

· Blocking rooms ensuring allocation, according to guests expectations utilizing guest history and communicates with all related departments to create awareness of any special requirements.
· Verifying all cashier closures of Guest Service Agents by the end of the shift for billing and attachment accuracy and ensure all guest registrations are completed and correspond with PMS guests information, end-of-shift banking/cashier closures for all Reception employees are checked thoroughly every day and that all mistakes are corrected immediately whenever possible.

· Handling guest complaints, comments, problems/requests and other incidents in a professional & efficient manner, to document all complaints and incidents properly and to ensure that Hotel Owner are fully informed about complaints/issues concerning the property.
· Completing Night Audit duties if necessary.

· Recruiting,  managing, train and coaching Reception employees, ensuing they do have current knowledge of hotel products, services, pricing and policies, as well as knowledge of the local area, and are continuously trained to learn and understand policies and practices. Ensuing that Reception employees are using up-selling techniques to promote hotel services and facilities and maximise room occupancy at best rates.

· Responsible for hotel security, fire regulations and all health and safety legislation.

· Performing all Front Office duties is necessary.

· Preparing and implementing Front Office policies.

· Preparing and managing annual budgets, monthly and quarterly forecasts.

PMS – „HOT SOFT“.

Best Western Kampen Apartament hotel – 87 fully equiped apartaments.

Nov 2006 – Oct 2008

BPC Travel, UAB, Vilnius, Lithuania – Corporate and Leasure departament Sales and Service Manager
Reporting to General Manager
· Managing corporate, government and VIP customers department 
· Building professional and harmonious business relationship with clients of the travel agency, companies, local associations, government agencies, embassies and on other hand tour operators, airlines.
· Establish the department’s budget and expense allocation for the year and quarterly basis.
· Recruiting, managing, train and coaching customer service employees, ensuing they do have current knowledge of company services, pricing and policies, as well as knowledge. Ensuing that  customer service employees are using up-selling techniques to promote travel agency services – ticketing, visa services, car rentals, hotel reservations, local and outbound tour operators offers, last minute packages, best destinations for honeymoon, anniversary, business fairs, sport fairs and etc.
· Ensuing that all business or leisure travel enquires and taken and answered in time as per travel agency policy and special customer requests.

· Designing a travel product to suit the customer requirements – both leisure and business travel.

· Ensuing that all needful travel documents are correct and issued in time.

· Handling customer complaints, comments, problems/requests and other incidents in a professional & efficient manner, to document all complaints and incidents properly and to ensure that involved departments are fully informed about complaints/issues concerning the travel agency services.

· Contracting hotels, car rentals, travel agencies, private jet renting agencies to ensure exceptional services for the corporate and VIP customers.
· Implementing CRM system to ensure perfect customer services.

· Personally serving VIP customers.

Oct 2005 - Oct 2006
Res management UAB, Vilnius, Lithuania - Shopping Mall Manager (project)
Reporting to General Manager
· Optimizing the mall assortment and branch structure.
· The entire administrative & technical organization, record keeping , reporting and budgets, financial 
· Creating, implementing and managing annual marketing plan and strategic direction for mall.
· Managing and maintain marketing budget, advertising, center’s visual plan and all materials and programs associated with marketing and leasing.
· The realization of marketing advertising and commercial measures aimed at continually recreating as an attractive, lively focal point of Vilnius (Lithuania). 
· Developing community awareness of the mall and productive professional relationships with community leaders and public office.
· Representing mall at community events and professional organizations.

· Creating and maintaining an amicable partnership between the land lord & mall based on trust.
· Having hands on experience   in all aspects of commercial / retail property leasing.
· Developing productive relationships with venders, shoppers& local community.
· Customer service, problem analysis & solving.
· Coordinating special seminars on shoplifting, customer service.
May 2003 - Oct 2005 
Goldwell Professional Hair care, Vilnius, Lithuania – Managing Director
Reporting to company owner.
· Establishing budgets, preparing and reviewing financial statements.
· Implementing company policies and departments procedures.
· Organizing sales team activity plans, controlling stocks and cash flow.
· Determining   goods and services to be sold, and set prices and credit terms, based on forecasts of customer demand.

· Performing sales representatives work such as greeting and assisting customers, stocking shelves, and taking inventory.
· Develop and implement product marketing strategies including advertising campaigns and sales promotions.
· Planning and direct activities such as sales promotions, coordinating with sales team, training team and stocks.
· Determining staffing requirements, and interviewing, hire and train new employees.

Dec 2000 - Apr 2003                                                                                                                   Radisson BLU (SAS) Hotel 5*, Klaipeda, Lithuania - Financial Controller/Chief Accountant                             Reporting to General Manager.
· Responsible for day to day operations in Accounts department (accounts, purchasing and store).
· Preparing of accounting statements, analysis, budgeting/forecasting, audit and control, asset & liability reconciliation, working capital and cash control. Preparing of the monthly statutory accounts and consolidated financial statements under US GAAP.
· Calculating and monitors all taxes that apply, ensuring that taxes are current, collected and/or accrued. 

· Maintaining legal books of the hotel, preparing standard and miscellaneous journal vouchers for monthly closing.
· Reconciling of all balance sheet accounts.
· Prepare the all reports required by the General Manager, Area Director of Finance, Governmental Office , External and Internal Audit;
· Calculating salaries.
· Controlling cash and bank accounts.
Accounting program – SCALA, hotel – FIDELIO.                                                                            Total rooms – 74.

Dec 1997 - Nov 2000
Radisson BLU (SAS) Astorija Hotel 5* Vilnius, Lithuania - Accountant.

Reporting to Chief Accountant / Financial Controller
· Calculating and monitors all taxes that apply, ensuring that taxes are current, collected and/or accrued. 
· Maintaining legal books of the hotel, preparing standard and miscellaneous journal vouchers for monthly closing.
· Preparing and maintaining employee payroll files.

· Checking, controlling and correcting cashier closer and deposited amounts with Night Audit;

· Accounts payable and account receivable, month end cost accruals.

· Reconciling of all balance sheet accounts.
Accounting program – SCALA, hotel – FIDELIO.

Total rooms – 119
LANGUAGE SKILLS

Language

Writing

Speaking

Understanding

Experience

Last used

Lithuanian

mother tongue

English

good

good

good

10 years

Office language

Russian

good

good

good

20 years

 month ago

DRIVING SKILLS

Driver's licence:

B category

Experience:

13  years

Additional Info:

Recomendation letters are available upon the request.


	

	


