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Adelya G
	Objective


Seeking a position of Receptionist where expertise in greeting customers, answering phone and handling mail will be fully utilized to increase the company’s client base and operation efficiency.
	Work Experience


· Hostess


01/2015-Present
The Hotel
Dubai, UAE
Job Responsibilities:-
- greeting guests and patrons personally and on the telephone;
- offering appropriate seating arrangements;
-giving quick and exact information and directions to guests;
-answering all questions regarding the menu and services;
-answering phones, took messages and made reservations;
 -handing complaints.
· Receptionist in a language training school          10/2013-11/2014
Daily step
Language school
Tashkent, Uzbekistan
Job Responsibilities:-
· answers phone calls in a pleasant, informed manner;

· managing telephone message system; 
· greeting  visitors to the school in a pleasant and informed manner; 
· forwarding  requests for information and messages to the appropriate individuals; 
· maintaining office meeting calendar and schedules meetings held at school 
· assisting personnel with the mailing and distribution of various documents and communication 
· performing other clerical tasks as assigned including word processing and creating databases, etc. 
· performs other duties and responsibilities as assigned by supervisor
· Administrator in a language training school                11/2012-10/2013
Daily step
Language school
Tashkent, Uzbekistan
Job Responsibilities:-
- assisting with recruitment, public relations and marketing activities;
- administering the ‘student lifecycle’ from registration to graduation;
- interpreting regulations and dealing with queries and complaints procedurs;
- supervising staff;
- organizing a variety of educational and social events;
-make reminder calls to clients;
- providing reports on the done work to the school management.
· Sales assistant                                                              12/2010-11/2012
Mango
Tashkent, Uzbekistan

	Academic Qualification


· Bachelor's degree in Economics and Management from Tashkent university of information  technologies 
               Tashkent, Uzbekistan
· High School certificate from   Lyceum of foreign languages 
Tashkent, Uzbekistan
	Additional Experience and  Skills


· Language profile: 

       Russian (mother tongue)

English (fluent)
               Uzbek (fluent)
· Computer skill:
Expert Level
· Main skill:

Strong public relation, communication                     
                                    and customer services skills.
	Personal Details


Date of Birth


:
15-03-1991
Marital Status


:
Single
Sex



:          
Female
	Declaration


I hereby declare that all the mentioned information given above are true and correct to the best of my knowledge.
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