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KENY 
Email address: KENY.313565@2freemail.com 


OBJECTIVE: To be able to uplift my knowledge, skills and capabilities with confidence and eagerness to learn as to be part to the needs of the company. 

EDUCATIONAL ATTAINMENT:

Associate in Computer System and Networking Technology

AMA Computer Learning Center

Valencia City

April 2008

Computer Encoding Vocational Course

Electrical Wiring Vocational Course

TESDA (Technical Education and Skills Development Authority)

Don Carlos Bukidnon, Philippines

SPECIAL SKILLS


Computer literate (MS Word, Excel etc)

Proficient in Opera system and Fiesta


Arabic language

Arabic Typing



Strong communication and interpersonal skills

 
Computer technician


Strong negotiation skills

Driving

WORK EXPERIENCES:

FRONT DESK SUPERVISOR cum SALES COORDINATOR
City Heart/Miacasa Hotel Apartment

Muraqabbat road, Al Rigga, Dubai

August 2013-November 2016
Duties and Responsibilities:

· Supervise and monitor activities of all Front Desk staff making sure they adhere to the Hotel’s standards of excellence and to the Hotel’s policies and procedures

· Act as manager on duty for the hotel in the absence of the Front Desk Manager dealing with complaints, problem solving, disturbances, special requests and any other issues that may arise.
· Anticipate guests’ needs, respond promptly and acknowledge all guests, however busy and whatever time of day.

· Monitor the check-in/check-out process; anticipate critical situations and assist wherever necessary to help alleviate the pressure and to process the guest expediently.

· Maintain positive guest relations at all times.

· Visiting different travel agencies to promote and convince them to stay in our hotel.

· Dealing with late arrivals and assisting with early check-outs. 

· Check out departing guests using the hotel’s accounting system.

· Taking payment from guests in the form of cash or credit cards. 

· Adept at answering phones, faxing, and filing.
· Provide information asked for and direct them to the right departments.
· Hand out employee application, memos and notices.
· Maintained excellent professional relationships with clients from corporate, government, and association segments.
· Coordinated and responded to all requests of Hotel sites for prospective business.
· Work cohesively and effectively in team environment.
· Attended network and promotional events to develop and maintain contact with existing and potential clients.
· Responsible for communicating with all departments to ensure efficient group arrivals.
· Responsible for responding to all leads and inquiries made to the property via phone, email and walk in clients.
· Accurately maintained a current and prospective client database.
·  Coordinated and responded to all requests of Hotel sites for prospective business.

· Maintained a healthy relationship and promoted the facilities of the Hotel to new and existing customers through a proactive approach.

· Prepared daily pick up numbers in fiesta, provided groups with rooming lists, navigated inquiry calls to Managers depending on market assignment.
· Making daily sales report
· Checking all the reservation for the following days.
· Checking high balance report.
· Dealing room rate w/ online and company booking.
· Checking and tally the arrivals and checked out guest.
· Sending police report daily.
· Sending and checking the email of the hotel and for the DTCM.
· Making and sending monthly sales report to the DTCM.
· Supervise and handling front office in the night.
· Handle and resolve customer/guest complaints.

· Positive attitude and disciplined work ethic.
 FRONT DESK RECEPTIONIST cum NIGHT AUDITOR
AL MURAQABAT PLAZA HOTEL APARTMENT/AL NAKHEEL HOTEL APARTMENT
Muraqabat, Deira, Dubai
May 2012 – July 2013
Duties and Responsibilities:

 
· Welcoming guests to the hotel in a polite, friendly and helpful manner.
· Responds to a wide variety of guest requests by accurately assessing the guest needs and requests and then adding personal recommendations and touches to achieve maximum customer satisfaction while complying with all Four Seasons’ policies. 
· Answering telephone inquiries promptly & professionally & transferring calls on.

· Being a point of contact for guests should they have any queries. 

· Arranging for brief tours of the hotels rooms and facilities.

· Dealing with and resolving customer complaints.

· Checking function sheets.

· Managing group bookings for conferencing, the restaurant and accommodation.

· Keeping up to date on all hotel products, services, pricing & promotional offer.

· Completing the night auditing procedures with accuracy and attention to detail.

· Maximize sales revenues through up selling and marketing programmed.

· Provide information and literature about the hotel in person and via telephone

· Making daily sales report.
· Sending night audit report.
· Day close and proceed to the following day.
· Dealing room rate to the company booking.

FRONT DESK RECEPTIONIST
        AL MIRFA PEARL HOTEL (4 STAR)
        Western Region Abu Dhabi, UAE
        September 2011 – April 2012
Duties and Responsibilities:

· Checks in guest in an efficient and friendly manner, using guest name whenever possible. Assures that guest is assigned type of room requested and the correct rate is charged. Arranges for luggage to be delivered to guest room. Issues correct keys to the guest. 
· Checks out guest at end of stay. Ascertains guest satisfaction, collects keys, posts late charges and presents bill to guest. Settles bill accurately through credit card or cash transaction. 
· Maintains a balanced bank assigned by the hotel. Makes change, cashes checks, and exchanges foreign currency. Reconciles all transactions at the close of each shift. 
· Handles all guest interactions with the highest level of hospitality and professionalism, accommodating special requests whenever possible; resolves customer complaints; assists customers in all inquiries in connection with hotel services, hours of operations, key hotel personnel, in-house events, directions, etc. Responds to all guest requests in an accurate and timely manner. Interaction with guest will be in person and by phone. 
· Utilizes a variety of computer systems to check guests in and out, run daily reports and select and block rooms for arriving guests. 
· Works harmoniously and professionally with co-workers and supervisors. 
· Accepts reservations, changes and cancellations in the absence of Reservations Department Staff. Can answer guest calls and direct them appropriately in the absence of a Communications Operator. 
· Have knowledge in Opera System

OUTDOOR SALES AGENT/REPRESENTATIVE

UNIILEVER PHILIPPINES

Valencia Bukidnon
January 2010 - June 2011

Duties and Responsibilities:

· Visiting different places to endorse and promoting the products and to determining other opportunities

· Follow-up with customers after sale to ensure long-lasting satisfaction and resolve any complain

· Keep updating the customers for the new products release, offers, promos, pricing and status of service

· Taking order and deliver goods of order in different areas

· Maintaining and developing good relationship with existing customer 

· Assist the supervisor to achieve the sales quota within the territory

· Providing product quotes as required

OFFICE RECEPTIONIST/SECRETARY

STA. CATALINA COOPERATIVE

Don Carlos Bukidnon

September 2008 - Dec 2009

Duties and Responsibilities:

· Answer phones and transfer calls to the appropriate employees. 

· Receive, direct and relay fax messages

· Greet and assist customer/visitors with customer no. or escort them to an office or meeting room

· Handle questions about the business or offer brochures with business information

· Take messages and make sure they get to the appropriate employees. 

· Accept and sign for packages and distribute mail.
· Occasional filling, bookkeeping and scheduling.
· Maintain a pleasant appearance of the reception area or lobby.
· Monitor the use of office supplies and equipment.
· Assist the manager and other staff as requested.
PERSONAL DATA

Age


:
27 yrs old

Sex


:
Male

Birthday

:
January 10, 1989

Height


:
5’7


Weight


:
65 kgs.

Civil status

:
Married
Visa Status

: 
Visit Visa
Language known
:
Arabic & English

Driver’s License
:          UAE
