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    CURRICULUM VITAE
BILAL 
Objective:
                Front office position, where I can help in creating a positive image of the firm by politely and effectively communicating with clients.

Personal Information:
Date of Birth

  :
02/05/1988
Nationality

  :
Pakistani
Marital Status

  :
Single
Languages Known      :   English, Hindi, Urdu
Professional Experience:

· Can accurately follow instructions.

· Knowledge of the hospitality industry.

· Excellent verbal & written communication skills.

· Meticulous in detail.

· Able to work unsupervised.

Personal:
· Having a ‘can do’ attitude.

· Possessing a high standard of personal hygiene and appearance.

· Approachable and friendly.

· Focused on providing a consistently high standard of customer service.

· Highly motivated and focused.

· Can work under pressure.

· Willing to work evenings and weekends. 
Key Competencies And Skills:
• Highly skilled in greeting, registering, and assigning rooms to guests.
• Proven ability to assist guests with room booking, changing and cancelling reservations.
• Adept at computing bills, collecting payments, and making change for guests.
• Hands-on experience in keep records of room availability and guests’ accounts, manually and by means of computers.
• Well versed in performing simple bookkeeping activities including balance of cash accounts.
• Able to confirm customers’ credit, and establish how the customer will pay.
• Demonstrated ability to review accounts and charges with guests for the period of the check out procedure.
• Extremely capable of answering inquiries related to hotel services, registration of guests, and shopping, dining, leisure, and travel directions.
• Special talent for posting charges of rooms, food, liquor, or telephone calls to ledgers by hand and by means of computers.

• Demonstrated expertise in providing and ensuring high-quality guest relations.

• Knowledge of advising housekeeping staff when rooms are ready for cleaning.

• Excellent verbal and written communication skills.

• Dedicated and careful—high level of accuracy and attention to detail.

• Fluent in English.

• Computer: MS Word, Excel, Outlook and PowerPoint.
Qualifications:
- Intermediate in (Pre-Engineering) from Board of Intermediate Education Karachi, Pakistan

- Matriculation in (science) from Board of Secondary Education Karachi Pakistan

	Other Qualifications:
- Able to work days, evenings and/or weekends.
- Can Communicates effectively.
- Can join immediately 

- Having Transferable Visa

- Salary expectations negotiable

- Detail-oriented 

- Multi-tasks efficiently 

- Organized, accurate and reliable.

- I can Prioritizes and work efficiently with limited supervision.

- Professional attitude and expectations.
- Positive and upbeat attitude and demeanour.
- Recognizes and resolves problems quickly and efficiently.
- Works in a team environment. 




- Certificate in Information Technology

Applications Involved:

· IIT

· Windows

· MS Office (Word, Excel, PowerPoint, Microsoft Outlook)

· Adobe Photoshop

· Dreamweaver 

· VB

· Internet
Work Experience:
1. Worked with as a  Receptionist. Since December 2013 To December 2015 

      (at Bu Hasa and Royal Jet, Abu Dhabi).
Duties:

· Maintaining and Safe keeping of records

· Data entry in Spread Sheet /System

· Preparing check in / checkout records 

· Handling customer inquiries 

· Handling sales transactions 

· Handling the telephone board 

· Handling customer complaints 

· Serving the best customer service 

· Keys handling 

2. From January 2007 till June 2010 worked as a Front Desk Receptionist in Garden Medical Centre (24-hour Hospital) in Karachi, Pakistan.
Duties:

· Welcoming and greeting all patients and visitors, in person or over the phones.
· Answering the phone while maintaining a polite, consistent phone manner using proper telephone etiquette.
· Responsible for keeping the reception area clean and organized.
· Registering new patients and updating existing patient demographics by collecting detailed patient information including personal and financial information.
· Facilitating patient flow by notifying the provider of patients arrival, being aware of delays, and communicating with patients and clinical staff.
· Responding to patients, prospective patients, and visitor inquiries in a courteous manner.
· Keeping medical office supplies adequately stocked by anticipating inventory needs, placing orders, and monitoring office equipments.
· Protecting patient confidentiality by making sure protected health information is secured by not leaving PHI in plain site and logging off the computer before leaving it unattended.
Extra Curricular Activities: 
	1. Hobby of taking random pictures since Ten years of experience
2. Can edit pictures

3. Proficient using Adobe Photoshop

	· References shall be furnished on request
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