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Mohamed 

Curriculum Vitae

Personal Data:                                                                                    
Date of Birth

:  10/07/1975                                                   
Address
 :
 Cairo, Egypt
Nationality          
:  Egyptian

Religion

:  Muslim

E-Mail                               :  Mohamed.336823@2freemail.com 



**********************************

Education:


 Bachelor of Business Administration, Faculty of Commerce,


 Ain Shams University, 1998



******************************

Languages:

· Arabic: Mother Tongue.

· English: Very Good.

· French: Fair.

***********************************
Experience (UAE):

Public Relation Officer cum HR Assistant 
for 4 hotels in a group
The Eclipse Hotel Apartments, Ivory Hotel Apartments, Cristal Salam Hotel and Ramada Abu Dhabi Hotel (Part of Phoenix Group of Hotels) - November 2007 till April 2015.
Handling all PR transactions and dealing with governmental organizations.

· Finishing all staff employment requirements for Ministry of Labour (work permits, labour cards and cancellations) also for Immigration and Naturalization Department (entry permits, change of status and residency visas).

· Dealing with Municipality, Abu Dhabi chamber of commerce and department of planning and economy.

· Renewals of companies’ licenses and chamber of commerce membership.
Work Experience in Egypt
Night Manager
Neffertary Hotel, Safaga (4 *) - 21/08/2006 till 05/03/2007
· Handling hotel problems during night time.

· Supervising closures and preparations for the next working day.

· Maintaining discipline and hygiene of employees.    

Duty Free Shop Salesman
El Gesr El Araby Naval Co., Shahrazad Ship.   - 02/09/2005 till 08/04/2006
· Sales person for duty free shop goods.

· Handling cashiering and inventory 

· Handling closures of daily cruises.

Front Office Supervisor 
Plan Hotel Sea Club Stella di Mare, Ain Soukhna (5 *) - 05/05/2004 till 17/01/2005

· Handling front desk, cashier and operator duties and rotations
· Link front desk and cashier with the front office manager.
· Co-ordinate between front office department and related operational departments (HK and F&B etc.)
 Senior Reception 
Safir Hurghada Resort (4*) - 01/11/2003 till 20/04/2004.
· Handling front desk, cashier and operator duties and rotations

· Link front desk and cashier with the front office manager.

· Co-ordinate between front office department and related operational departments (HK and F&B etc.)
Front Desk Agent
Hilton Hurghada Resort (5*) - 02/09/01 till 03/10/03.
· Acting desk supervisor.

· Replacing assistant front office manager in-charge of F.O department during vacations handling desk agents’ rotation.

· Meanwhile maintaining all desk agent duties (reception, cashier and operator).   
Front Desk Agent
 Conrad International Hurghada Resort (4*) - 16/05/00 till 19/06/01.
· Desk Agent duties (check in & check out & cashier and Telephone Operator).

 Computer Skills:

· Pay Trax Payroll & HR Software
· Opera Hotel System PMS (4.0.03)

· Fidelio Front Office System (6.12 ,6.20 and 7.13)

· Winnlodge System for Hotels.

· Windows Operating System.

· MS Office and Internet.

Training & Certificates:

· IELTS Certificate

· ICDL Diploma - Excellent Degree.

· -ICDL Certificate.

· Work Shop for Guest Service Excellence (WOW factor) (Hilton)

· Reservation Training (Hilton & Conrad).

· Handling Guest Complaints Training (Conrad).

· Customer Service Training (Hilton).

· Telephone Manners Training (Hilton & Conrad).

· Sending and Receiving Faxes Training.

· Certificate of Achievement as No:1 in Guest Satisfaction for Middle East, Asia and Pacific (Hilton).

*** References and Certificates are Available upon Request.                          
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