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CURRICULUM VITAE





SHAHEEN





                     


E-mail: � HYPERLINK "mailto:shaheen.328627@2freemail.com" �shaheen.328627@2freemail.com� 





PERSONAL PROFILE:


Date of Birth	: 18/03/1991


Sex	: Male


Nationality	: Indian


Marital Status	: Single


Height	: 169.CM


Blood Group	: A+ve


Religion	 : Muslim               


 


LANGUAGES KNOWN:





English, Hindi, Malayalam & Tamil








CAREER OBJECTIVE








Talented Front Office Executive and reservation  executive with over 3 years of experience in providing efficient hotel service to clients while contributing and enhancing additional experience in hotel operations and software handling.








CAREER SUMMARY








Over 3 years of Hotel experience


      *    Over.2. years of Cashier at Fathima group





STRENGTH / SKILLS








My professional strength is to take all the technical challenges during my duty.


Provide excellent services and support customers.


Ability to work in a fast pace atmosphere. 


Good team player.


Self Confident


Determined and Dedicated


Enthusiastic and Good Interpersonal Skills











PROJECT PROFILE





Successfully manage a customer. 


Take care of customer satisfaction and prepare project report.


Reporting to Hotel Manager. 











COMPETENCIES





Good communication and presentation skills.


Independent and self motivated.


Result-Oriented in complex, deadline-driven operations.


Good leadership skills.


Ability to work in a team.











COMPUTER KNOWLEDGE








Good Knowledge and experience in windows platforms like Windows XP, Vista & Windows 7. 


Well versed with MS Office packages like Word, Excel, Power Point and Internet.








PROFESSIONAL EXPERIENCE








Passed S.S.L.C from I.C.A  E.H.S.S 2008 








EDUCATIONAL/TECHNICALL





DECLARATION








From                                                   :           10/8/2014


To                                                        :          10/ 8/2016


Position                                               :           As a Cashier


Establishment                                     :           Fathima Group of companies


City                                                     :           Abu Dhabi


From					:	10/02/2010


To					:	05/05/2013


Position				:	As a Front Office Executive&Reservation  


Establishment			:	HOTEL SAAS TOWER


City					:	Ernakulum














Country				:	India


Phone					:	+91 9656666699(Managing director)


Website				:	� HYPERLINK "http://www.saastower.com" �www.saastower.com�


E-mail					:	� HYPERLINK "mailto:mail@saastower.com" �mail@saastower.com�		





RESPONSIBILIES & DUTIES








Having knowledge of entire Reservation Procedure according to international hotel manual system


Having thorough knowledge about hotel facilities, amenities, distance from nearest Airport, railway station, main tourist places, pilgrim centre, Public events etc.


Allocate daily task to Reservation staff


Review of reservation booked and arrival report daily


Responsible for preparation of occupancy chart, Training of staff, implementation of policies and procedures and recording of the rates given to guests both in system and corresponding file


Monitoring telephone manner and general performance of reservation staff


Ensure special handling of repeat guests and very VIP guests and maintain cordial relations with commercial clients


Review room blocking  and group reservation


Bring to the attention Front office manager when the hotel availability status be changed and Prepare necessary actions


Responsible for work schedule and maintaining a neat and orderly position for all times.








I hereby declare that the above information provided is true to the best of my knowledge and can be supported with reliable documents when needed. 











Date:	15/10/2013										


Place: Dubai												
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