
Miss Azmat 

	PROFILE


I am currently working in a Luxury 5 star country hotel as a Receptionist and Administrator. My responsibilities are answering all incoming calls and directing to appropriate department. I am the first point of contact, taking calls from the public and in-house guests, working closely with Concierge taking room service orders, booking restaurants, making room bookings, making travel arrangements, and am using Opera system, using paging or radio systems for communication with other departments. I am well spoken, and articulate with good social and communicative skills, being honest, conscientious and a good team player. I am an enthusiastic and hard working person, who has a proven track record in customer service, currently wishing to secure a new and challenging career opportunity in a customer service role, able to work either alone using my initiative or as part of a team, adaptable and flexible in my outlook to most work situations and am willing to consider new challenges presented to me. I can Cope well when under pressure at the same time retain a good sense of humour, willing to undergo any further job training necessary to further enhance my career goal.
	KEY SKILLS AND ABILITIES


· Attractive personality

· Strong interpersonal skills

· Computer literate - Microsoft Office, word, excel and outlook, Opera

· Front line face-to-face customer service skills

· Good business dressed well groomed

· Accurate administration

· Committed, reliable and a good record of timekeeping

· Pleasing telephone manner

· Cash handling skills

· Organized
· 5* Hotel Pre-Opening experience

· Complaints analyst
	TRAINING AND EDUCATION


· Duke of Edinburgh's course (Bronze and Silver level)

· Police training  (working with domestic violence and racism)

· Kennedy Scott Training & Development Limited Course

	EMPLOYMENT HISTORY
	


	Company
	
	
	
	Position
	
	
	
	Dates


=

*****                 Receptionist/Administrator                   2007-2013
Responsibilities:

· Attending all incoming calls and making outbound calls to regular and new customers (bringing in business for the hotel)

· Carrying out general office duties

· Taking calls from the public and in-house guests

· Using Microsoft word, excel and outlook to complete my office tasks

· Working to targets for up-selling hotel facilities

· Processing gift vouchers and delivery orders received over phone and via e-mail

· Inputting data on a daily basis with guest details and updating system

Aelia




Sales Advisor


         2006-2007

Responsibilities:

· Greeting customers and advising them on the range of product available to suit their exact requirements such as from Elizabeth Arden, Clinique, Estee Lauder

· Checkout duties - entrusted with cash handling

Phone 4 u



Sales Advisor



2005-2006

Responsibilities:

· Advise customers on product range

· Dealing with customers queries and complaints face to face as well as over the phone 

· Cash handling and registration of new contracts  

Food Village


Restaurant Supervisor/Asst. Manager
1999-2005

Responsibilities:

· Smooth running of any shift 

· Accurately ordering stock and associate with administration

· Responsible for the well-being and safety of a staff of twelve

· Cashing up and banking - entrusted with high value cash handling

GCSE SUBJECTS PASSED

· Mathematic

English



· Art 


Science

· Drama       

Textiles


	FURTHER EDUCATION - CRANFORD COLLEGE: A LEVELS SUBJECTS 


PASSED

· English Literature           
· Mathematic         

· Art and Design

· Theatre studies

 INTERESTS

· Music


Anything that is easy listening nothing loud

· Reading


Local newspaper and books magazine

· Socializing

Friends family and making new friends eating out 

PERSONAL

Driving license:

Clean (UK) Full

Nationality:                             British

REFERENCES:

Available on request
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