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	CV No 1944438
Maya 
Date of birth: 27.05.1979
Marital status: Single

Nationality: Georgian


PERSONAL QUALIFICATION AND EDUCATION
	July 2000 – August 2004 
	Faculty of Russian Philology 
Qualification: Linguist 
Customer service oriented 

Very focused and possess a sense of responsibility

Quality and Output-Driven personality

Organized and possess an eye for details

Goal Oriented individual

Dedicated and have a strong determination to succeed

Team-Player, Self-Sufficient, Principled, Highly Analytical,

Dynamic Person 
Mature, Independent and Self-Motivated

Can work under pressure

	
	

	
	



EXPERIENCE PATH
	Position
	Guest Relation 

	Company’s name
	

	Period / City / Country 
	01.2014 — present; Dubai, UAE

	Responsibilities        

(Guest Relation)
	Providing high customer service to the guests with full support 
Providing to the guests complete information about the hotel and services.

Monitoring of compliance with standards of guest service.

Checking and action the traces 
Assist with different bookings – internal and external.
Inspection of VIP rooms
Reply to emails internal and external.
Follow department policies, procedures and service standards.

Have knowledge of hotel rates, packages, discounts and vouchers, promotions, about timings of different outlets and activities.
Handle the resort show round.
Print departure letters and invoices to the guests.
Assist with different enquiries and bookings – inside and outside of the resort.

Assist with online check in and boarding passes.

Organize and confirm the transportation.
Handle the Loyalty Club 
Coach and implement new ideas.



	Position
	Resort Relation 

	Responsibilities
	Check and action all traces for both hotels.

Print daily reports

Action the VIP4 guests amenities and  ensure that each guest will receive a welcome letter 

Ensure that special requests, amenities and appropriate celebration cakes are ordered for the guest and placed in the rooms.

Preparations of guest information letters and ensure that information in the guest letters is accurate.

Ensure that VIP details and requirements are sent 24 hours in advance with the requirements using the Arrival list as a guide.  Immediately advise if there is an alteration to the requirements, or a no-show or room change.

Ensure the replenishment list is prepared for the VIP’s in house and distributed to the relevant departments.

Ensure that all correspondence is answered immediately.

Print and action trace reports.  Ensure that any trace reports are resolved immediately.

Ensure that guest history is updated at all times.

Preparation of internal memorandums, purchase requests and stores requisitions.

Ensure that the Resort Relations stores stock is maintained.
Prepare VIP report for Duty Manager.
Refresh and release a new Weekly Gazette issue every Friday.

	Position
	F&B Administrator 

	Company’s name
	Kempinski Hotel and Residence Palm Jumeirah

	Period / City / Country 
	Dubai, UAE

	Responsibilities
	Answer telephone using correct salutations and telephone etiquette.

Take record and confirm restaurant reservations / cancellations in accordance with departmental standards. 
Communicate reservation or cancellation changes to management as they arise throughout the shift. 

Monitor the preparation of own assignments, ensuring compliance to departmental standards. 

Ensure that all menu’s, check folders are cleaned and in sufficient quantity. 

Ensure that the hostess stand is cleaned and organized. 

Review the Reservation book, pre-assign designated tables and follow up on all special requests.

Anticipate heavy business times and organize procedures to handle waiting line
Anticipate guests needs, respond to them promptly and acknowledge guest, however busy and whatever time of the day. Maintain positive guest relations at all times

To carry out any other reasonable duties as assigned by the Outlet Supervisor / Assistant/ Manager 
Additional responsibilities:
Translating different documents from English to Russian - Vise versa 

Communicating with the management of the hotel regarding guests and their issues, giving their positive and negative Feedback 


	Position
	F&B Shift Leader

	Company’s name
	Four Points by Sheraton

	Period / City / Country 
	2010-2012, Dubai, UAE

	
	.

	
	

	Company’s name
	Tbilisi Marriott Hotel

	Period / City / Country 
	2005-2010, Tbilisi, Georgia

	
	


	
	

	Computer skills
	Program Protel, MS Office, Word, Excel,  Outlook, Acrobat Reader, ABBYY Fine Reader.

	Languages
	English

Russian
Georgian

	Others
	Communication skills, active life.

Focus on results. 
Commitment to the development and professional growth. 


	Hobbies
	Fitness, books, travelling, cooking
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