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Objective:
To seek a challenging position, where I can invest all my professional expertise, interregnal & organizational skills, valuable experience to the optimum level to assist the company in reaching its goals and objectives & facilitated continued career growth

	Personal Data:
Name:                        Haytham Taha                                                                      

Age:                            26 years old                        

Marital Status:         Single

Nationality:               Egyptian




 Educational Background
*Higher Education:  Tourism and Hotels Diploma.
*High School:     2006 (Department of literary)

Experience
Company Name:          Bin Majid Hotels & Resorts (From June 2015 till Present)

Address:                        Ras Al Khaimah, UAE                      

Position:                        Assistant Front Office Manager
Job Summary:

As Asst Front Office Manager I am responsible for all pertinent matters affecting Guest service and Hotel operations and to maximize Hotel revenue while deliver excellence at every opportunity. The role involves controlling the availability of rooms and the day-to-day functions of the Front Office, such as handling Guest arrival and departure.

Responsibilities & Duties:
* Ensure Guests receive prompt attention and personal recognition throughout their stay in the Hotel, respond to Guest needs and resolve any issues that may arise resulting in highest possible Guest satisfaction.

* Plan and implement the application of availability controls to those market segments, which will maximize Hotel room, Food & Beverage and other revenues where applicable.

* Maintain a high performance standard among Guest contact Employees to ensure they are knowledgeable, friendly and courteous at all times.

* Work closely with the Housekeeping Department to turn rooms around with a minimum of lost time and to allocate arriving Guest appropriately.

* Participate in decisions involving occupancy goals, marketing strategies and development of rates.

* Supervise the Front Office team to ensure optimum occupancy and average room rate for the purpose of maximizing revenue.

* Inform the Management via reports about the results of trends or Guest impressions and problems in the Hotel affecting Guest satisfaction or the operation.
* Ensure all Employees are fully conversant with Hotel’s facilities, services and room configuration.

* In conjunction with the Emergency Response Team prepare emergency procedures upon advice from relevant authority that cover such emergencies as Fire, Power Outrage, Bomb Threat, Cyclone Warnings, etc.

* Operate in a safe and environmentally friendly way to protect guests’ and employees’ health and safety, as well as protect and conserve the environment.
* Comply with the hotel environmental, health and safety policies and procedures.

Company Name:          Bin Majid Hotels & Resorts (From March 2014 till June, 2015)
Address:                        Ras Al Khaimah, UAE                      

Position:                        Front Office Supervisor
Job Summary:

As a Front Office Supervisor I am responsible to provide professional and customer focused service to our guests, ensuring their stay will become a memorable experience.
Responsibilities & Duties:
*Receive guests in a professional and friendly manner, satisfying guest expectations from arrival through to departure.

*Maintain effective communication with all related departments to ensure smooth service delivery.

*Supervise all Front Desk employees ensuring guests are taken care of in a professional and friendly manner.

*Maintain good working relationship with all Front Office employees with particular emphasis on guest service agents and guest relations.

*Check all cashiers city ledger bills at the end of shift to ensure that the billing and attachments are correct. 
Company Name:         Mirfa Hotel by Al Marfa Pearl Hotels Management (From Jan 2014 till March 2014) 
 Address:                       Abu Dhabi, UAE

Position:                        Front Office Supervisor
Responsibilities & Duties:
* Supervisors, monitors and coordinates all activities with related to the day to day operations of the Front Desk and staff (i.e. staff schedules, bell boys, receptionists).

* Oversees all aspects with regard to hotel guests such as guest complaints, reservations, special requests, final settlement at the time of check out.
*Ensure that service basic excellence is accorded to all guests from the time they check in and up to the check out time.
*Follow-up with other departments with reference to aspects related to room readiness, guest convenience.
*Apply up-selling to all room sales whenever possible.
*Assist subordinate staff to carry out their functions efficiently and always act as a guide and resource person for those who work under you and act as an advisor to Room and Guest Services Manager if and when necessary.
Company Name:          Mirfa Hotel by Al Marfa Pearl Hotels Management (From Jan 2013 till Dec 2013) 
 Address:                        Abu Dhabi, UAE

Position:                         Front Office Shift Leader
Responsibilities & Duties:

 *Supervising monitoring and coordinating all activities in connection with the day to day operation at the front desk, receptionists/cashiers, Executive floor and concierge.

 *Ensure that all guests receive a warm welcome upon check-in.

 *Ensure that next destination sales are promoted upon check-in.

 *Handling guests needs, inquiries and requests promptly.

 *Checks and initials all arriving guest registration cards and ensure all information is accurate and updated in the system. 

 *Handling guest complaints
Company Name:           Mirfa Hotel by Al Marfa Pearl Hotels Management (From Oct 2011 till Dec 2012).

Address:                          Abu Dhabi, UAE.

Position:                          Receptionist

Responsibilities & Duties:
*Check-in / Check-out
*Check float and sign the book at the start and finish of each shift.

* Ensure guests are treated professionally as per the hotel standards.

*Make sure registration cards are fully completed and signed.

*Make sure rates are correct.

*Check all reservations are correct.

*Follow up with the sales department.

*Make reservations.

*Update CID.

Company Name:                     Liwa Hotel (From JAN 2011 till SEP 2011

 Address:                                   Abu Dhabi, UAE

 Position:                                   Receptionist / Night Audit

Responsibilities & Duties:
*Guest Relation.

*Check in / Checkout.

*Make reservations.

*Follow up with Sales department.

*Ensures all no shows and late cancellations from guaranteed booking are accounted for,

   Charged and billed accordingly.            

*Check all reservations are correct.

*Check rooms package to ensure fair distribution of Income to department Involve.

*Monitor opens checks from POS.

*Update CID.
Certificates 
*HABC Level 2 Award in Emergency First Aid at Work (QCF).                   From 20 of April, 2014

*Market segment & Introduction to Revenue Management Training.   From 26 of November, 2014 
Professional Achievements:
* Learnt to interact with various people with different nationalities.

*Improved interpersonal skills.

* Acquired knowledge in hotel industry & its operation.

Computer Skills
*Opera

*Microsoft out look

*FBM

*Microsoft Word

*Microsoft Excel

*PowerPoint

References
Available upon request.
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