Objective
Enthusiastically seeking a management position. Where I should have he opportunity to make best use of my Academic / Professional skills and experience

(5)Current Job
November 01, 2014
Ramada Hotel & Suit Ajman, UAE
to till now

Communication Officer (Front Office)
Responsibilities 
· Handling all front office sub-department & Sport to staff

Front Desk (Reception)
Concierge (Luggage Handling)

Transport Department
Business Center

Telephone Exchange
CID Reports

Daily Mail (Courier) incoming-outgoing
Handling E-mails

Fax, Scan & copy documents

Save & Tracking documents

Require documents and information
Reimbursement (Saving Financial Record & Claiming)

Maintain office filing and storage (Stationery & Food items)

Misc. office maintenance

Making duty schedule of staff on monthly bases

Previous Experience
(5) Ramada Beach Hotel Ajman, UAE (Nov 09, 2013 to 31 Oct 2014)

· Worked as “Front Office Supervisor” 
(4)Hotel Pak Heritage Lahore, Pakistan (Dec 01, 2011 to Oct 31, 2013)

Responsibilities as a “Manager Operation”
· To manage all department of Front Office (Reception Desk, Room Reservation, Concierge Counter, Guest Relation, Business Center, Telephone Exchange and hotel Club).

· To manage the hotel rooms position, with the coordination of House Keeping.

· To handle the hotel guests and others visiting Groups.

· To perform the other duties for hotel guests and hotel events.
(3)Ducor Mineral Water (Sep 01, 2011 to Nov 20, 2011)
· Worked as “Admin Officer” in water company Monrovia, Liberia (West Africa)

(2)Bank Alfalah Ltd. Lahore, Pakistan (Feb 14, 2005 to Aug 31, 2011)
Responsibilities as a “Admin Officer /Operation Officer” 
· Reimbursement  Claimed

· Handling daily Expenses

· Remittance (PO/DD issued)

· Provision entries on month end

· Online Transfer

· Clearing (In-word & Out-word)

· Lockers handling

· Stationery and Godown handling

· To check and maintain Janitorial Services work/staff
· To check Office Boys/Peons their work / Service about customers and management

· To check Guards day and night duties

· To check General Attendance register (All Bank staff)

· To check stores, Godown and save Miscellaneous items

· To Arrange the meetings and Entertainment for management and staff

· To check and maintenance any about Communication system on daily basis

· Handling the keys

· To check utility bills and paid
· Arranged Reimbursement of all departments

· To check and maintain CC TV system, fire alarm system, announcement system and music system 

· To Arrange maintenance all machinery system regularly

· To keep up date information about staff

· To check and arranged Miscellaneous stationery regularly

· And others etc., related (as caretaker) with Bank property (Building)

· To check daily mail

Courses from Bank Alfalah Limited Lahore

· Induction / Orientation 

· Account Opening / AML







· Branch Administration & HR Management






· Basic Accounting Concept & Applications

· Personal Grooming for Officers Range 1 to 2

· Alfalah GOLD Standard Service Training Program

(1)Hotel Industry (Sep 1989-Feb 2005)
· Worked in “Pearl continental Hotel Mall Road Lahore” (Ex-Inter Continental Hotel Lahore) in Front Office department as a Sr. Officer Reception and also worked to another counters like “Room Reservation, Concierge Desk, Telephone Exchange.
Courses from Pearl Continental Hotel Lahore
· Award Certificate “Functional English” 1989



· First Concern Award Certificate 1989

· In a “20 Hour” Communication English Course 1992

· Telephone Courtesy Course 1993

· Communication English Course 1994

· Front Office Management Course 1999

· Fire Emergency Procedure Course 2002

· Fire Fighting and Emergency Procedures Course 2003
· Award Certificate “Supervisor of Month” 2004 

· Hotel Management Certificate from “Pearl Continental Hotel Training School”

· A casual training in Kitchen like Pakistani Food, Bakery and Continental Kitchen
Academic Education 

1991 Graduation (Journalism)
Punjab University, Lahore 

1993

Diploma in Air-ticketing
Universal Travel Agency

Gulberg Lahore, Pakistan

19996

DCA (Diploma in Computer Application)



National College of Computer



Sciences, Gulberg, Lahore 

2002-2006      DHMS (Diploma in “Homoeopathic”)


From National “National Homoeopathic Council”



Islamabad
2006

Certificate in “International Visa System”

Hobbies
· Book reading and Traveling (India, Abu Dhabi, Sri Lanka, Dubai, Liberia, Ghana)
Personal Data
Data of Birth 

 Sept. 13, 1966 
 Marital Status – Married 

Domicile 

 Lahore Punjab 
 Nationality - Pakistani

Languages 

 English, Urdu, Punjabi
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