[image: image1.jpg]Hefing yo tosearch st b & talent since 20021

XGulfjobseeker.com






[image: image1.jpg]CV NO: 1518636
Career Objective
[image: image2.jpg]



To obtain a position as a team-player in a people-oriented organization where I can maximize my customer-service experience in a challenging environment to achieve the corporate goals.
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Work Experience

Net Tours and Travel (DMC)
November 2014 - up to present
Contracting Executive
Job Description:
Assist the Contracting Department and ensure all hotel rates, allocations and other key contracting criteria are within the agreed targets and lines Entering contract details and update the System on daily basis and ensure tha contract Administration is completed
Reporting and assisting in identifying errors encountered by the Reservation Team Support new staff during the Training Period for the reservation System Procedure Carrying out other administrative task when required
Participating in Hotels Site Inspections as and whe required
Al Hamra Residence and Village May 2013 - November 2014 (Managed by Hilton)
Front Desk Supervisor
Job Description:
Assist the Front Office Manager in daily operations Manage the daily front desk operations
 Conducting trainings to develop team members  Handling guest issues and complaints promptly
 Handles daily administration tasks such as emails from other related department
Al Hamra Residence and Village
December 2011 - April 2013
(Managed by Hilton)
Front Desk Shift Leader
Hilton Ras Al Khaimah, Hotel
May 2011 - December 2011
Front Desk Shift Leader (acting)
Job Description:
 Supervise Front Desk operations during the shift to a consistently high standard
 Ensure each shift team have an up to date knowledge of hotel products, services and pricing along with any special promotional offers  Advise the shift team of any special events or VIP guests in the hotel that day
 Monitor the appearance, standards and performance of Team Members with an emphasis on training and team work  Maximise Sales revenues through up selling and marketing programmes
 Deal with guest queries and any complaints promptly and efficiently
 Maintain the professional appearance of the Front Desk with a focus on hospitality and guest service
Hilton Ras Al Khaimah, Hotel
September 2009
Guest Service Agent
Job Description:
 Completes the registration process by inputting and retrieving information from ONQ PMS  Confirming information including number of guests and room rate
 Makes appropriate selection of rooms based on guest needs
 Promotes and administers Hilton Marketing Programs such as Hilton Honors.
 Assists guest with check out payments or charges, Accepts and records vouchers, credit, traveler's checks, and other forms of payment  Greets customers immediately with a friendly and sincere welcome
 Use a positive and clear speaking voice, listen to understand requests, respond with appropriate action and provide accurate information such on outlet hours, special VIP programs, events, etc
Hilton Ras Al Khaimah, Hotel
July, 2008
Telephone Operator
Job Description:
 Answers calls originating from external and internal sources
 Directs caller to appropriate extension or room.Verifies last name of guest for all room calls.
Assists guests with directions or other required information.Directs hotel staff to assist guests, upon request. Communicates to callers in clear and concise manner. Inputs/writes messages using proper grammar and spelling
Robinsons' Town Mall ( Department Store)
April 2007 - 2008
Brand Supervisor
Job Description:
 Supervise, assist and motivate junior level staff to achieve a high standard service
Coordinates directly with owner's representative, discuss strategies and selling procedures to achieve positive outcome of sales through out the month
Robinsons' Town Mall ( Department Store) June 2006 - 2007 Sales clerk
Job Description:
 Sets up advertising displays or arranges merchandise on counters or tables to promote sales  Stamps, marks, or tags price on merchandise
 Answers customer's questions concerning location, price, and use of merchandise  Wraps or bags merchandise for customers
 Prepare monthly inventory of stocks on hold and send request for fast moving items for replenishments

EDUCATION
	   Laguna State Polytechnic University
	2006

	Associate in Hotel and Restaurant Management
	

	Los Baños, Laguna, Philippines
	

	Dean’s Lister
	

	   Laguna State Polytechnic University
	2004

	High School
	

	San Pablo CIty, Laguna, Philippines
	

	Achiever
	

	
	

	Achievements
	

	Hilton Spirit Employee of the month
	Month of June 2009

	Hilton Spirit Employee of the month
	Month of June 2010

	Hhonor Enrollment Champion (Hilton Loyalty Membership)
	January – February 2011

	
	

	Reference
	

	Available upon request
	


