Arshad 

 Cell # C/o 0505891826 arshad.277577@2freemail.com  

More Than 5 Years of Experience at Hospitality & Customer Services
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Languages

Persian, English, Urdu/Hindi

Current Location

Dubai, UAE

Nationality

Pakistani

Driving License

Yes Valid Dubai, UAE, International Driving License

Looking For Any Suitable positions: 

Experiences:    Well Experience at Customer Services
 - Sales & Marketing

Operation & Reservations & Coordinator

With having excellent site knowledge of Dubai city and Tourists Visiting places

Also Very Well Known about the Most Visiting Places Like Restaurants Clubs Bars & Hotels

As Well Having Good Knowledge of Operating CID System Data Entry & Operating Protel, MS Office

Can Read and Write Arabic with Good Knowledge of Opera & Prologic First (WISH.NET) Front Office Software

Career Objective

     *  To Enhance my Knowledge and apply my Skills which I have learned and experienced during My last working experiences inhospitality Industry and Customer Services which will enable me to use my strong customer services skills and ability to well work with people in a stimulating environment conducive to mutual growth,

     *  To give a maximum performance to the Team,

     *  To be Able to apply my Knowledge and be a part of your prestigious Company,

Experience Summary:
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Concierge Agent Reporting at Manager on Duty, Chief Concierge

JA Resorts & Hotels 5*
Jebel Ali Golf Resorts & Spa Dubai UAE 5*

April 2014 – Up to Present
Jebel Ali Palm Tree Court Resort Dubai UAE 5*


(The ultimate family beach resort, JA Jebel Ali Golf Resort comprises of two distinctly different properties located in separate areas of the Dubai family beach resort: the JA Jebel Ali Beach Hotel 253 Rooms (Jebel Ali Golf Resorts & Spa And the luxurious JA Palm Tree Court) 208 Rooms, Which I have worked on both properties.


(Operated by Dutco Group of Companies) (Located at Jebel Ali Free Zone Exit 13)

Front Desk Attendant Bell Attendant Reporting at Front Office Line Manager 
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Grand Excelsior Hotel 4*
Mohammad Omar Bin Haider Group Dubai UAE

March 2013 – April 2014

(Sterling Hotels Preferred Hotel Group)





With 230 Rooms at Al Barsha-1 Dubai UAE   

 Waiter at CoffeShop in F&B Department[image: image4.jpg]


  

Al-Arif Group of Hotels 
Almanar Deluxe Hotel Apartments Dubai UAE

September 2012 – Feb 2013
with 85 Apartments/rooms at Abu Hail Diera

Academic Qualification:  

2012

Graduation Diploma in Petroleum & Gas

Offered by {BUITEMS}  of Information Technology, Engineering & Management Sciences,   , 

With a CGPA: 2.81/4.00

2008

Higher Secondary School Certificate HSSC (Pre-Engineering) 


Securing by 589/110 (53.54%)

Offered by {GMMC} General Muhammad Musa Collage Quetta, Pakistan

2006

Secondary School Certificate (SSC) (Science Group)

Secured by 552/1050 (52.57%) Offered by {MTI} Medina Tul-Ilm High School Quetta, Pakistan

Work Objectives as Concierge Operations – Guest Services

Transport Operations & Restaurants Reservations:  

     *  Assisting the Guest about the Hotel Rooms about Hotel policies & further about all facilities as rent a car/Restaurant Bookings/Visiting Places/Travel & Tourism/internet Wi-Fi/Car Parking /valet parking & using the service of safety box at all times.

     *  Arrange Transportation as per Guest request Airport Pick up/Drop with The Rate availability at Hotel.

     *  Arranging and Booking different range of Marhaba services for the Arrival Guests as per the request.

     *  Always to make sure that guests feel welcome from the moment they step into the hotel to the moment they leave as well also taking care of that if they have got everything they need during their stay at our hotel

     *  Be especially attentive to repeat guests and other VIP guests

     *  Always taking care of VIP and VVIP guests to be welcomed at the Hotel.

     *  Excellent knowledge of Operating CID System Data Entry with Excellent Communication Skills While Operating Calls as an Operator and Having Good Knowledge of Operating Opera, Protel, IDS & Prologic First (WISH.NET) Front Office Software.

     *  Assisting the Guest with the valet services to park their cars with full responsibilities and care.

     *  Providing Guest Greetings & Welcome Drinks on their Arrivals.

     *  Make eye contact, smile and approach guests immediately.

     *  Maintain a log book in a professional and informative manner.

     *  Explaining the guest about the Promote the facilities and services offered by the hotel, also providing the general information and visiting places in Dubai also about directions and all resort or hotel indoor and outdoor facilities

     *  Interact with guests and provide a welcoming atmosphere always Attendant to the guests' queries, needs and other special requests.

     *  Listening to their complaints and informing to the Manager on duty to resolve the guest problem a.s.a.p. to provide the heartfelt hospitality

     *  Cooperate and coordinate with the other hotel departments to provide an efficient service

     *  Plan and coordinate all promotional activities targeting clients & Schedule activities for guests

     *  Coordinate and supervise all activities for guests

     *  Assisting the guest luggage’s with satisfaction upon checking in till departure with full care & professionally With LQA Standard (Leading Quality Assurance) & Concierge (SOP) Standard Operating Procedure.

     *  Assist with check-ins / check-outs of clients

     *  Assist guests with airline bookings and reconfirmation's

     *  Assist guests with Restaurant bookings and reconfirmation's

     *  Assist all departments in being receptive to the needs of guests

     *  Assist in any other duties when required by the Front Office Manage

     *  Assist with translations (information: guest directory; menus etc.) as required

     *  Provide feedback from Guests to Front Office Manager for action

     *  Handling guest arrival with pick up request, and arrange the transportation and ensures that all hotel guests are treated accordingly, during pick and transfer. 

     *  Answer telephone in friendly, professional manner, handle telephone messages accurately, completely, and promptly.

     *  Informing reception Duty manager, concierge or guest relation officers when VIP on their way to the hotel.

     *  Keeping updates from any changes on arrival and departure flight and always keep Informing to the Front Office manager and chief concierge.

     *  Always keep records if Anything that is related to operation as well as special cases of leaving must be noted down in the logbook, and also have to have the written approval of Hospitality Manager or Chief Concierge.

     *  Having good knowledge about surroundings and maintaining detailed knowledge of all facilities and services offered by the hotel.

     *  Receive incoming telephone calls and answer the calls for virtual and office clients in a pleasant professional, courteous manner and take/provide accurate informative messages as needed.

     *  Maintain Center appearance, organization, common area inventories (copier rooms, conference rooms, reception etc.

     *  Keep clients updated of the activities and events at the Business Center to adequately answer questions.

     *  Screen and direct incoming calls to the persons concerned in the Business Center/organization and Update calendar of important upcoming events/holidays and maintain/update the phone lists that include confidential/emergency contact numbers and other important information.

     *  Establish and maintain effective working relationships with employees, supervisors, clients, and the public.

     *  Greets all guests at all times in a friendly and helpful manner and attempts to learn and use guest's name at every opportunity & Assisting Guest’s with currency exchange and prepare all necessary forms for the guest arrival.

     *  Does everything possible to ensure that the guests depart the hotel with a positive impression of hotel service.

Summary of Skills Abilities & Experience

     *  Well Known about the Concierge (SOP) Standard Operating Procedure & LQA Standard (Leading Quality Assurance)

     *  Skilled in all office administration and support activities in organizations.

     *  Can manage and operate any kind of office work, well known about the knowledge of Cashiering its duties and responsibilities.

     *  Able to do any assignment designated during the specific job.

     *  Able to understand and solve the crisis and issues, in day to day office activities.

     *  Able to be allocated in the office on any supportive positions.

     *  Good communication skills & Can be a good helper.

     *  Able to learn easily if trained & able to work hard for long time.

     *  Natural ability to work within a team environment.

     *  Ability to 'think outside the square', and an inquisitive nature.

     *  Excellent written and verbal communication skills.

     *  Can Read, Write Speak & understand English/Persian/Arabic/Hindi/Urdu.

     *  Excellent Skills in Creating Moments of Magic.

     *  General knowledge of various topics such as the arts, cuisine, history, geography and culture 

     *  The ability to absorb information quickly and keep myself updated daily on the latest news, events and so on

     *  The ability to communicate with people from all walks of life and of different nationalities  

Computer Skills:  

     *  Diploma in Graphics (Adobe Photoshop, Photos cape, Corel Draw X4, Urdu In page

Offered by Nida (National Institute of Design & Analysis) Quetta, Pakistan

     *  Diploma in basic PC Software’s &Office automation: (MS Office, word, Excel & power point + basic accounting) Offered by IDEAL (Infusion to Development, Education, Awareness & Languages)

     *  Diploma in Video Editing :( Adobe Premiere, U lead Video editing) Offered by (Medina Computer Academy) Quetta, Pakistan

     *  Short Courses: (Hardware, Networking) Offered by (Medina Computer Academy) Quetta, Pakistan. 

Accomplishments: 

     *  Exceeding Expectations-Guest Service Training (JA Resorts & Hotels) 

     *  Basics of Hospitality & Customer Service Course (JA Resorts & Hotels) 

     *  Exceeding Expectations-Selling Skills (Up-Selling, Cross Selling, Suggestive Selling) (JA Resorts & Hotels) 

     *  Basic Fire Fighting Training (Grand Excelsior Hotel)

     *  Basic lifesaving First Aid training(Grand Excelsior Hotel)

     *  Done Cid Data Entry Training Course(Grand Excelsior Hotel)

     *  Food Hygiene Course(Al-Manar Hotel Apartment)

     *  Best Guest Comments & Feedbacks On Trip Adviser and Booking.com

     *  Brought above 90% Result of Guest Services From Porter Arrival ,Roaming until Guest Departure by LQA (Leading Quality Assurance)

Work Experience Certificates

Education Certificates

References: Available Upon Request

Thank you for your time in looking through this

