	                  Personal data

	
	
	Citizenship: Romanian

Date of birth: 01.07.1980

	Professional background


	
	
	· Housekeeper experience – 5 years

· Front desk receptionist experience – 2 years

· Cashier experience – 6 years

· Sheraton Four Points Milano, Italia
· from 2010 onwards
· position: housekeeper, supervisor 
· job description: 

- Highly skilled in sweeping, dusting, scrubbing, moping, washing, vacuuming and waxing 
- In-depth knowledge of cleaning methods
- Hands-on experience to operate housekeeping equipment
- Able to understand and follow all safety precautions and work related directions
- Demonstrated ability to accomplish physically challenging tasks
- Knowledge of safety practices related to housekeeping
- Proven record of observing and reporting any kind of security violations
- Comprehensive knowledge of maintaining necessary records and preparing necessary reports
- Familiar with the safe usage of different kinds of chemicals
· Holiday Inn Hotel, Milano, Italia
· period: 2008 – 2010

· position: front desk receptionist 
· job description:

- Welcome visitors, guests and customers as they arrive
- Provide information asked for and direct them to the right departments
- Assist visitors and customers to the right staff member
- Handle telephone calls and direct them to the right recipient
- Distribute incoming mail and manage outgoing correspondence
- Schedule meetings and conferences
- Hand out employee application, memos and notices                                    - Well-versed in greeting visitors, scheduling appointments, and handling administrative and clerical duties
- Positive attitude and disciplined work ethic
- Adept at answering phones, faxing, and filing
- Computer savvy: Proficient in MS Office (Word, Excel, PowerPoint and Outlook)
- Multilingual: English, French, Italian, Romanian and German; enjoy working with diverse people and able to multi-task
· Carefour, Piacenza, Italia 

· period: 2002 – 2008

· position: cashier
· job description:

- Accepting payments from customers and give change and receipts
- Highly skilled in using scanners, cash registers, and calculators to calculate the price of items that customers buy
- Proven record of using the right process for cash, credit cards, or other types of payment
- In-depth knowledge of handling returns and exchanges of goods
- Thorough understanding of counting the money is in register at the beginning and end of shift
- Greeting customers in a polite and friendly manner
- Able to bag and wrap customers’ purchases
- Demonstrated ability to assist customers to sign up for store rewards programs and to apply for store gift cards
- Proven ability to answer customers’ questions and give information regarding the business procedures and policies in an exact and customer-friendly way

	
	
	

	Studies and training courses


	
	
	· Axente Sever High School, Medias, Romania
· period: 1996 - 2001

· major in foreign languages
· Sheraton Four Points, Service Culture Training 

· period: May 2015
· module:  Loyalty beyond Reason, We Delight, Emotional Connections, Possibilities and Honest Solutions 

	
	
	

	personal skills and competences


	mother language
	
	romanian

	foreign languages

	
	
	english 

	
	
	reading, writing, speaking – advanced
french

reading, writing, speaking – advanced

italian

reading, writing, speaking – advanced

german

reading, writing, speaking – medium




	social and organizational skills and competences

	
	· Team worker, highly organized, keen on details, confident in handling new tasks, flexible, highly efficient even when under stress or when dealing with tight deadlines, responsible, extremely creative when needed


	technical skills and competences
driving license
	
	· Computer operating skills, advanced level, various programs and customer relation specific software: excel, power point, hoxel, Microsoft Office
· Driving license, B category, since 2001
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