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CURRICULUM VITAE

PERSONAL INFORMATION
Name:


Rovena

Email:


rovena.265949@2freemail.com
Date of birth:

28 November  1991

Nationality: 

Albanian

Marital Status:

Single
WORK EXPERIENCE:
a) Travel  Agent (May 2008 - June 2009), VIP Travel, Durres
Location: Durres, Albania

Duties:
· Collect payment for transportation and accommodations from customer.

· Converse with customer to determine destination, mode of transportation, travel dates, financial considerations, and accommodations required.

· Book transportation and hotel reservations, using computer terminal or telephone.
· Print or request transportation carrier tickets, using computer printer system or system link to travel carrier.

a) Call Center  operator part time( September 2009 – April 2011)

Location: Durres, Albania

Duties:
· Obtains client information by answering telephone calls; interviewing clients; verifying information.

· Informs clients by explaining procedures; answering questions; providing information.

· Resolving technical, adminsitral, comercial problems/requests of client.

b) Hotel Receptionist  (March 2011 – November 2012)-Harmonia Hotels Group Golem, Durres
Location: Durres, Albania

Duties:
· Greeting, registering, and assigning rooms to guests
· Answer telephonic and in-person queries related to hotel services and resolved any issues
· Processed guests’ check ins and outs
· Prepare and completing room and restaurant bills
· Handled payments through cash, cheks and credit cards
c) Sales Manager (March 2013-September 2014)-Bestin Group, Durres
       Location: Durres, Albania

Duties:
· Maintaining and increasing sales of your company's products

· Reaching the targets and goals set for your area

· Establishing, maintaining and expanding your customer base

· Servicing the needs of your existing customers

· Recruiting and training sales staff 

· Developing sales strategies and setting targets.

· Monitoring your team's performance and motivating them to reach targets.

· Collecting customer feedback and market research.

· Keeping up to date with products and competitors.

· Reporting to senior manager.

d) Waitress (September 2014 – May 2015) (Tropitel Sahl Hasheesh¸Egypt)
Location: Hurghada, Egypt

Duties:

· Basic knowledge of beer and wine.

· Professional and friendly. (Even in tough situations)

· Team player.

· Effective communication skills with guests and staff.

· Quick thinking.

· Ability to lift heavy trays filled with glassware/food.

· Basic math skills.

· Great attention to detail.

· Great guests and make them feel comfortable.
· Learn menu items and be able to describe them appropriately to guests.

· Take beverage and food orders.

· Deliver beverages and food in a timely manner.

· Check-in with guests to ensure that everything is going well.

· Clear dirty dishes from table.

· Refill beverages throughout the meal.

· Deliver guest’s bill and thank them for dining at the restaurant.

· Work with other servers and be a team player.

e) Waitress ( May 2015-November 2015)  (Ramee Rose Hotel Dubai).
Location: Dubai, UAE

Duties:

· Basic knowledge of beer and wine.

· Professional and friendly. (Even in tough situations)

· Team player.

· Effective communication skills with guests and staff.

· Quick thinking.

· Ability to lift heavy trays filled with glassware/food.

· Basic math skills.

· Great attention to detail.

· Great guests and make them feel comfortable.
· Learn menu items and be able to describe them appropriately to guests.

· Take beverage and food orders.

· Deliver beverages and food in a timely manner.

· Check-in with guests to ensure that everything is going well.

· Clear dirty dishes from table.

· Refill beverages throughout the meal.

· Deliver guest’s bill and thank them for dining at the restaurant.

· Work with other servers and be a team player.

EDUCATION AND TRAINING:
General gymnasium:


“Leonik Tomeo”, Durres, Albania (2006-2010)
Computer certifificate:
a) Computer Certificate in Word, Excel, Power Point, Microsoft Office, Windows Movie Maker.

b)  Computer Certificate in Microsoft Word and Microsoft Excel in May 2010 (School Olympiad)
PERSONAL SKILLS AND COMPETENCES:
DRIVING LICENCE:

B   (Issued in Albania on December 2011)
MOTHER TONGUE:

Albanian
OTHER LANGUAGES:

a)  Englisht
· Reading skills:


Very Well
· Writing skills:


Very Well

· Verbal skills:


Very Well
b)  Italian

· Reading skills:


Native
· Writing skills:


Native
· Verbal Skills:


Native
