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Jamseed
Career Objective:

To be part of a progressive organization that could encourage creativity down my skills. To take independent responsibilities, where I can tune to extend my limits and be able to serve as a catalyst to the growth of myself &organization.
Career Description:

· Applied For Hospitality Guest Service Officer Receptionist / Concierge 
Summary of Qualification:

· Knowledge to work as a Receptionist 

· Knowledge in Opera PMS

· Knowledge to work as a Night Auditor 

· Knowledge in Triton 

· Motivate hard worker 

· Dynamic, friendly, customer service oriented, perfectionist attitude.
· Customer approach and caring attitude.
· Strong organizational, interpersonal relation and excellent communication skills to deal with customers in every aspect of the position.

· Fluency in English

· Sociable nature that helps while dealing with customers from different social backgrounds and multicultural environment.
· Excellent oral and written communication as well as interpersonal skills

· Sound practical knowledge of the basic computer applications like MS Word, Excel, Power Point and Outlook

· Clear voice and well-groomed and impressive appearance

· Proven ability to keep calm even in the stressful situations

· Profound ability to go by the organizational strategies and rules
· Strong ability to listen and respond effectively to repetitive questions
Duties & responsible:
· Welcoming and warmlygreeting the guest with smiley behavior.
· Attending ushering guest al all time.

· Getting knowledge about the hotel and the entire hotel location.

· Communicating with the guest effectively.
· Getting knowledge of the hotel located city and entertainments,often  touristvisiting place as well as the essential location for the city. 
· Answering the telephone calls within three bells.

· Responsible of the guest luggage’s upon check in and check out.

· Taking care of the duty log book.

· Responsible of master key.

· Responsible for maintaining the cleanliness of the hotel lobby, bell desk and the front office area.
· Handling phone calls and answering to the queries of the guest.

· Answering the queries of the guest regarding the arrival and departure of the day.

· Making arrangements to book restaurant, night club, entertainment event etc.
Working Experience:

· MirfaHotel

-
Al Mirfa Pearl Hotel Management LLC AbuDhabi UAE

· Position

-
Room Attendant

· Date


-
May 22nd 2012-Oct 20th 2012

· LiwaHotel

-
Al Marfa Pearl Hotel Management LLC Abu Dhabi UAE

· Position 

-
Bell Attendant &   Guest Service Officer Concierge
· Date 


-
Oct 22nd2012 – July 16th 2014
· Hyatt Capital Gate - 
Dhabi UAE

· Position

-
Receptionist 
· Date


-
4th of Aug 2014 to till date

Achievement:

· Certificate of Employee of the month for Room Attendant from Mirfa Hotel Oct 2012.

· Certificate of Employee of the month for Bell Attendant from LiwaHotel Jan 2014.
Educational qualification:

· MadinaNational School Srilanka passed the general certificate of education (Ordinary level) Examination 2008) Equivalent to high school diploma.

· DharulHasanathAcademy Srilanka passed the general certificate of education (Advanced level in English Medium) Examination 2011.

· Successfully completed AAT foundation in English medium.

· Successfully completed diploma in English with credit pass in Golden College KandySrilanka.

· Successfully completed Diploma inComputer Hardware Engineering in Golden College Kandy Srilanka.

· Successfully completed Diploma in Microsoft Office in Golden College kandySrilanka.

· Successfully completed Diploma inAirline E- Ticketing & Fares / Tourismin International AirlineTicketing Academy Colombo Srilanka.
Language known:

English

-
Reading, Writing &Speaking

Tamil


-
Mother Tongue 

Sinhala 

-
Reading, Writing &Speaking.
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