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OBJECTIVE  
  
To find a job, where I can effectively apply my skills and knowledge in the hospitality career by striving to achieve company goals, implementing new ideas, providing quality and efficient service; expanding opportunity horizons for myself.  

 
SUMMARY OF QUALIFICATION  
  
· Ability to communicate and interact with others.
· Self-motivated, dependable, active, oriented, convinced and self confident.  
· Good appearance and high alertness  
  
PERSONAL SKILLS
· Mother Tongue:  Albanian  
· Other Languages: English, Italian, Greek, Spanish, Portuguese, Arabic  
· Reading skills: English, Italian &  Spanish very good, Greek & Portuguese Average
· Writing skills: English & Italian very good; Greek, Spanish & Portuguese Average   
· Verbal skills: English & Italian & Spanish good; Greek & Portuguese Average
· Arabic beginner   
WORK EXPERIENCE:
DAMAC MAISON COUR JARDIN 5* UAE, Dubai     [image: image1.jpg]DAMAC



    

Team Leader  (January 2015 – Present)
· Check-in/check-out guests courteously and efficiently; process all payments according to established hotel requirements, and provide information and assistance to all guests and visitors

· Anticipate guests needs, respond promptly, and acknowledge all guests concerns

· Monitor and maintain cleanliness, sanitation, and organization of assigned work areas

· Implemented high-impact sales and marketing initiatives, resulting in increased occupancy and profitability

· Meet with Supervisor to review daily assignments and priorities

· Answer department telephone within specified amount of rings determined by property guidelines, using correct greeting and telephone etiquette

· Handle VIP amenities and arrivals, messaging and guest relations tasks.  
Achievements: Certified two times in 7 months with “ Above & Beyond “ gold card due to high scores in Booking.com & Trip advisor 
GRAND EXCELSIOR HOTEL 4 * UAE, Dubai 
  
Guest Service Agent  (September 2012-November2014)
· Undertake responsibility for reception, checking guests in and out, taking reservations and dealing with all telephone enquiries!  
· Received and greeted guests politely, leaving a positive impression of the hotel in their minds.  
· Sorted general complaints and issues of workers and customers.  
· Assist in Cid data- entry ( English )   
· Handle VIP amenities and arrivals, messaging and guest relations tasks.  
· Received and handled guest complaints and coordinated with DM to resolve issues.  
· Lead team to complete required tasks.   
· Check on special requests ( birthdays, anniversaries, honeymooners and disabled guest )     
· Handle VIP amenities and arrivals, messaging and guest relations tasks.  
Achievements: Certified as Employee of the month ( May 2013 ) due to a high performance in handling complaints and high scores in Booking.com , Agoda and Trip advisor 
HUES BOUTIQUE HOTEL  4 *  UAE, Dubai  
In charge for Room service & Metro Restaurant all day.
          
Order taker, Waitress – Room Service(October 2011 – July 2012, pre-opening) 
·  “Metro” Restaurant  
· Responsible in taking guest food beverage orders, communicate in a friendly manner with in-room dinning servers
· Welcoming the guest and assisting to the table.  
· Serving the guest as per guest order. 
HOTEL DORO CITY 4* Tirana, Albania   

Front Office Supervisor (May 2011 – September 2011)
  
· Be very well knowledgeable about the hotel facilities.  
· Maintain standards set by the hotel with regards to welcoming and greeting the guest once they arrive at the airport till their escort to the car and to the hotel.  
· Perform any other duties and responsibilities as requested by hotel or guest.  
· Meeting all additional guests and assisting them to their concern agent.  
  
 HOTEL ELYSEE 3* Tirana, Albania  
Guest Service Agent (May 2009 - February 2011)
· Check in and check out the guest as per the hotel standard procedure  
· Undertake  responsibility for reception, checking guests in and out, taking reservations and dealing with all telephone enquiries   
· Maintain knowledge of the company promotions and pricing to provide information to guests on request  
· Be responsible for evacuation, in cases of emergency, acting as first point of contact for guests and the emergency services; be accountable for guests’ safety and comfort Maintain a very good appearance at all times. 

  HOTEL ARBER 3* Tirana, Albania     
            Guest Service Agent (April 2007 - February 2009)
· Check in and check out the guest as per the hotel standard procedure  
· Deliver excellent customer service and maintain a high standard of customer service at all times  
· Assist in keeping the hotel reception area clean and tidy, at all times  
· Fulfill all special requests from guests to ensure their comfort, satisfaction and safety
PERSONAL REFERENCES:
  
· Age  : 28 years old  
· Date of Birth  : July 6,  1987  
· Place of Birth  : Korca,  Albania  
· Nationality : Albanian  
· Civil Status : Married
EDUCATION:

UNIVERSITY OF TIRANA, ALBANIA – Diploma in Albanian Linguistic, Faculty of Foreign Languages 
( Part time )

  
   
