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PERSONAL DATA

NAME 



: AMATA 
AMATA.306280@2freemail.com 
MARITAL STATUS

: SINGLE
NATIONALITY


: KENYA
LANGUAGE


: ENGLISH, SWAHILI
VISA STATUS


: EMPLOYMENT VISA
PERSONAL PROFILE
I am a result oriented team player, looking for a challenging career opportunity in which to develop my untapped skills. And also to provide quality service to all clients customers I meet and ensure they get the best treatment that surpasses their expectations.
CAREER OBJECTIVE:
To work in a challenging environment with aim of promoting understanding of organization through internal and external.

EDUCATION

Harper’s Hospitality Training Program, Kenya (2007)
Certification in Hospitality & Tourism
Nairobi Institute of Business Studies Kenya (2006)
Major In Business & Administration

Geomax Institute, Kenya (2005)
Computer Operating System (Ms. Office, Page Maker, Corel Draw, DTP Page maker)

Kinyui girl’s high school Kenya (2004)

    Certificate of Secondary Education.

Machakos Academy Kenya (2000)

               

Certificate of Primary Education.

PROFFESIONAL SKILL

· Reservation Operations

· Front Office Operation

· Guest / Customer Service 

· Personalized service

· Opera 5.0
· Email Topya
· Response manager

· Data Management System

· Computer literary

· Fidelio 6.2
WORKING EXPERIENCES
Emaar Hospitality Group LLC 
The Palace Downtown Dubai Hotels and Resort 5* :
24th August 2014 To Date

Position




             :  (Customer Relation Management Executive)

Responsibility 
· Communicate with internal and external partners to meet customer expectations.
· Finding ways to measure customer satisfaction and improve services
· Meeting with other managers to discuss possible improvements to customer service
· Managing all mails from guests and ensures response and completion of all guest requests and evaluate all reservation logbook and provide update on everyday basis. 

· Ensure all incoming calls with courtesy and ensure efficient resolution of all guest inquiries.

· Managing all mails from guests and ensures response and completion of all guest requests and evaluate all reservation logbook and provide update on everyday basis

· keeping ahead of developments in customer service by reading relevant journals, going to meetings and attending courses
· Ensure all incoming calls with courtesy and ensure efficient resolution of all guest inquiries.

· Handling face-to-face enquiries from customers

· Welcoming VIP guest upon arrival, check in/ checkout formalities, handling registration card, take the guaranty payment, and rooming.

· Personalize services, Plan the guest stay such as making restaurant / golf / tour reservations, airlines confirmation, and manage the entire requirement.

· Preparing Duty Roster 

· Attending oparational meeting weekly. 

Emaar Hospitality Group LLC
 The Address Hotels and Resort 5*Dubai:

 8th September 2013 to 2014 
Position



          :

 Reservation Advisor
Responsibility
· Analyze all guest and travel agent requirements through telephone and emails and recommend suitable options for all customers and assist to confirm all reservations. 
· Ensure all incoming calls with courtesy and ensure efficient resolution of all guest inquiries.
· Assist to make all room reservations and ensure maximize room revenue for all and ensure all
· Reservation detail update on all computers within required operating procedures. 
· Coordinate with sales department and manage all communication for group bookings and maintain all calendars for hotel and inform operation staff for same. 
· Manage all incoming calls for reservation department and ensure response all queries and maintain professional relationship and atmosphere at all times. 
· Develop professional relationships with all computer associate and supervise and inform manager of all issues and coordinate with office members to resolve same. 
· Assist to book and block all rooms according to required standards and manage all special reservations and monitor all reservations and discounts. 
· Managing all mails from guests and ensures response and completion of all guest requests and evaluate all reservation logbook and provide update on everyday basis. 
· Ensure compliance to all security and safety standards on everyday basis and ensure optimal utilization of all resort software systems and maintain knowledge on all room types and its availability.
· Arranging airport transfers and Marhaba service.
Emaar Hospitality Group LLC 
The Address Dubai Mall Hotel 5* Dubai :

From 27th December 2010 –
Position



         :

Guest Service Agent, Guest Engagement
Responsibility
· Welcoming the guest upon arrival, check in/ checkout formalities, handling registration card, take the guaranty payment, and rooming.
· Settling and accept the guest payment, currency exchange, paid out, invoice, city ledger, maintain guest check, master accounts and vouchers.
· Personalize services, Plan the guest stay such as making restaurant / golf / tour reservations, airlines confirmation, and manage the entire requirement.
· Arranging airport transfers and Marhaba service.
· Up selling of Hotel Business facilities.
· Attending guest queries and Handling complaints
· Receiving and escorting guests to their room and explaining the hotel facilities
· Ability to manage stressful and unusual situations while maintaining good customer relations
Oasis Beach Tower, 
Jebel Ali International Golf Resort and Spa Hotel 5*Dubai :  
30 March 2008 - 
Position





          : 
Guest Service Agent, Receptionist
Responsibility
· Welcoming the guest upon arrival, check in/ checkout formalities, handling registration card, take the guaranty payment, and rooming.

· Settling and accept the guest payment, currency exchange, paid out, invoice, city ledger, maintain guest check, master accounts and vouchers.

· Personalize services, Plan the guest stay such as making restaurant / golf / tour reservations, airlines confirmation, and manage the entire requirement.
· Arranging airport transfers and Marhaba service.

· Up selling of Hotel Business facilities.

· Attending guest queries and Handling complaints
· Receiving and escorting guests to their room and explaining the hotel      facilities
· Ability to manage stressful and unusual situations while maintaining good customer relations
Millimani Hotel Kenya :

2006 – 2007 
Position

          :

Waitress
Responsibility
· Provides and maintains a high level of supervision by proactive and interactive leadership.

· Utilize leadership skills and motivating a technique to motivate the team, ensuring maximum colleague productivity.

· Assist new colleagues to learn the quality standard operating procedure by giving on job training.

· Maintain teamwork with the other 
TRAINING AND ACHIEVEMENTS 

· Telephone operating and communication department.

· Guest Service Agent training at  Oasis Beach Tower: 

· First Aid Skills and fire safety.

· Recognition in good compliments from guests.

· Good organization and customer care skills.

· Experience with International checker at Jebel Ali International Golf Resort and Spa hotel.
