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	Muhammad 


E-mail: Muhammad.335588@2freemail.com 
OBJECTIVE: 


To work in a dynamic, challenging mission critical & Team work environment to achieve a suitable position.
	Personal Profile


Religion
:
:
Islam

Date of Birth
:
11/04/1990

Marital Status
:
Single
Nationality
:
Pakistani

Body Height
:
5.9 Feet

Visa Status
:
Employ 
	Academic Qualification


	S. #
	Degree
	Year
	Board  / University

	1
	Matric
	2006
	B.I.S.E Gujranwala

	2
	D.Com
	2009
	Technical Board  Lahore


	Professional Qualification


6 month Computer Diploma (D.O.M) in Indus College of Computer & Management Sciences Lahore.

· Have been working as a Receptionist in Lime Tree café and Kitchen LLC Dubai  Since 2015 to Present
    JOB DESRIPTIONS: 

· Received guests on arrival with a friendly manner.

· Entered complete details into the computer.

· Efficiently deal with check-out of guests.

·  Deal with advanced reservations, took bookings and fulfilled particular requirements.

·  Operated the switchboard, messages and enquiries in a disciplined manner.

·  Posted all transactions to make sure that all bills are kept up-to-date.

·  Prepared the cash for bank delivery and ensured that all floats are accurate at the end of shift.
· Have been working as a Receptionist  in Quiz international hotel Sargodha Since 2010 to 2015
   JOB DESRIPTIONS:
· Maintain orderliness at the front desk by arranging documents accordingly and keeping the front desk area clean at all times to avoid rowdiness.

· Inform guests of the services and accommodation rates in the hotel, make reservations for guests according to their needs, and also make sure that all reservations cancelled are effected immediately to avoid confusion.

· Receive guests to the hotel by greeting them warmly, and attending to their inquiries and also answer inquirers over the phone.

· Build good relationship and rapport with guests to make them feel comfortable and address any complaints they might have in a very courteous manner to protect the image of the hotel.
· Attend to all routes of room bookings, such as online, phone, and in person, to ensure that reservations are not left hanging but attended to promptly to keep the hotel business running.
· Report issues of maintenance and malfunctioning appliances to the manager for quick repair in order to ensure guests comfort and satisfaction.

· Keep clear and comprehensive records of guest room bookings and all billings for accountability and future reference.
	Language skill


· ENGLISH
· URDU 
· HINDI
	Computer Skills


· MS. OFFICE  6 Month, 
· Searching & Browsing Internet

· MS Windows.


	Extra Curricular


· Playing Cricket, watching TV

· Reading books & Newspaper study communication books.
	Reference


Should be provided on demand.
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