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 PERSONAL PROFILE

           Date of Birth

:
19/02/1992

           Marital Status
:
Single

           Nationality

:
Morocco

           Languages Known
:
English, French, Arabic & Hindi
           Computer Skills       :          MS Applications (Word, Excel, PowerPoint, Outlook)


OBJECTIVE

Seeking a receptionist or secretary position where my clerical and customer care skills along with Front Desk operations management expertise will be fully utilized.

PERSONAL SUMMARY
A highly energetic and enthusiastic individual, whose passion is customer service, has a good team spirit, deadline oriented and keen to details. 

WORK EXPERIENCES:
Food Service Helpdesk/customer service
Abu Dhabi, UAE-
August 2014 – present
· Keep updated on all non - clinical hospital activities and functions.
· Return patient and guest phone calls, providing sufficient answers to question.
· Answer phones in a professional manner, providing answers when possible and transferring calls or taking messages when needed.
· Perform clerical work such as typing documents, printing, copying, faxing, etc.
· Answer and direct phone calls, taking detailed messages when necessary.
· Return customer phone calls, providing sufficient answers to questions.
· Greet guests in the office and direct them appropriately.
· Place orders for necessary office items.
· Coordinate with food service team and the other department.

· Cheek with the patient and guest to confirm the satisfactions both of them. 

	
	
	
	
	
	
	
	
	



EDUCATION

  
-2011-2013: Diploma "Technician specialized in hotel management" Morocco, Fez


-2010-2011: Baccalaureate in science.

                 
TRAININGS CERTIFICATE
          2014 – 2015 (Abu Dhabi, UAE):

● Essential Food Safety Training Program (Abu Dhabi Food Control Authority)–     

    Ref. No.: E201406-1803
          ● Customer Service Excellence (Lausanne Hospitality Consulting) 
           ● Training as a Receptionist in (Viceroy Hotel) 
	 TRAINING AND SEMINARS:
	
	
	

	
	
	
	
	

	COMPANY / HOTEL
	    ADDRESS
	         DATE
	          POSITION

	Hotel  Mérinides
	Fez-Morocco
	3/2013
	Assistant receptionist

	Hotel Marina smir
	Tetouan-Morocco
	9/2013
	accounting & Finance

	Hotel Kenzi Menara
	Marrakech-Morocco
	4/2014
	hostess

	Yas viceroy Hotel 
	UAE-Abu Dhabi
	1/2015
	hostess 



	PERSONAL & PROFESSIONAL ATTRIBUTES



	· Accuracy | Excellent organizational skills | Confidentiality | Planning and Time management

· Initiative | Reliability | Stress tolerance 

· Developing and refining search queries to get better research results 

· Positive attitude
· Listening and Communication skills.

· Employee Relations 

· Quick learner of new software applications.

· Interactive and capable to extend my knowledge. 

· Willingness to work in a flexible schedule and high workload
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