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                                                       CURRICULUM VITAE 
MICHAEL                          

E-mail: michael.337931@2freemail.com 
Address: Abu Dhabi U.A.E
CAREER OBJECTIVE

 To explore opportunities to apply extensive experience and potential in an organization that will help foster my career in the process of achieving the goal and mission of the company and to earn a living by it.

PERSONAL ATTRIBUTES

I am a talented customer service and hospitality attendant with more   than 2 years’ experience, with strong communication, interpersonal and organizational skills. I believe in team work, it is in this spirit that success can be realized in any organization. I am sociable, interactive and adaptive in working with different nationalities and at different capacities. Can work well with little supervision.
WORKING EXPERIENCE 
Company: CRESTED CRANE HOTEL UGANDA
Position:    HOTEL RECIPTIONIST
Company; KHIDMAH LLC
Position; housekeeping Department 
POSITION APPLY FOR:  RECIEPTIONIST. 

RESPONSIBILITIES: 
· Ensure friendly environment, which includes greeting and acknowledging every customer, maintaining solid product knowledge and all other aspects of customer service.

· Interact with a company’s customers to provide them with information to address inquiries regarding products and services
· Directing clients to the front office desk professionally with a smile

· Updating the mailing system for all types of mails; weather conditions, parking situations, item details and others  

· Receiving and directing calls to respective persons using the PABX system

· Keeping watch of the any visitors when entering and leaving the premise 

· Updating the control room of our head office via Mailing system

· Ensuring the safety and security of the premise accordingly             
· Greeting guests with a smile, welcoming the guest to the hotel and arranging reservations

· Answer calls to the hotel's main telephone line and allocate guest rooms, as well as take and relay telephone messages for guests or managers

· Carry out administrative duties as preparing bills, taking payments, handling checkouts and processing foreign exchange payments
· Deliver excellent customer service at all times

· To maintain and display excellent knowledge of local area 

· Deal with all enquiries in a professional and courteous manner whether in person telephone and email
· Administer all reservations including invoicing cancellations and no shows, in line with company policy in a prompt and efficient manner

· Keep up to date with current promotions and hotel pricing, to provide information to guests, on request, whilst maximizing bedroom and other sales opportunities

· Fulfill all reasonable requests from guests to ensure their comfort, satisfaction and safety

· To monitor and restock vending machine

· Provide reports, as required, for housekeepers and management

SPECIAL TRAINING AND WORKSHOPS ATTENDED 
Took part in preliminary and intermediate training course such as:
· First aid, ropes and ties, scout drills, disaster management, navigation.

· Appointed as the treasurer of the movement.

· An introduction into wood badge training program.

EDUCATION
· Uganda Advanced Certificate of Education [ UACE]
· Uganda   Certificate of Education [UCE]
PERSONAL BIO DATA 

 Nationality    :     Ugandan
 Religion         :     Christian
Marital Status :     Single
Language        :     English & Swahili
Date of birth   :   17 /02/1991

Visa type        :   Employment visa

PASSPORT DETAILS
Date of issued   : 07 /04/ 2014
Date of expired: 07 /04 / 2024 

PERSONAL INTEREST

· Listening to music, travelling and visiting places of adventure.
· Playing football
REFEREES: 
· Upon request

