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E-mail address: Elena.350184@2freemail.com 
Born on the January 19th, 1982 in Samara, Russian Federation

Age/Height/weight   35/165/65

Health / smoker     excellent/ no


Centers of interest

Single woman 
Purpose:

Reach a position of senior front desk clerk, night auditor or front desk manager /assistant front desk manager , focusing on customer care in a company, where I can further a career using my experience as well as developing my skills and achieving my professional goals in challenging environment.

Work experience
     April 2016 till now I occupy a post of front desk clerk in Millennium Airport hotel Dubai.

Millennium Hotels and Resorts was established in 1989 and now found in over 60 destinations worldwide. (Millennium Airport hotel 341 rooms)
· Process all guest check-ins – “walk in” guests and by confirming reservations, group reservations, assigning room as per guest’s requests and issuing and activating room key. 
· Coordinate with Housekeeping department  to ensure all special request are handled properly
· Process all payment types such as room charges, cash, debit or credit card, city ledger, foreign currency exchange. 
· Controls daily departures allowing for smooth check-out for all departures according to hotel including late charges.
· Upsell rooms and promote hotels services and facilities 
· Assist guests with directions and information about local areas of interest, inform them about events and promotions in hotel.
· Enroll new members in membership loyalty program. 
· Dealing with airlines staff, who stay in hotel, according corporate contracts, assigning rooms, following wake up calls, paying allowance
Aug 2013 till March 2016 I occupied a post of senior front desk clerk in Marriott Renaissance Samara hotel ( 196 rooms)
· Process all guest check-ins – “walk in” guests and by confirming reservations, assigning room, and issuing and activating room key.
· Process all payment types such as room charges, cash, debit or credit. Process all check-outs including resolving any late and disputed charges. 
· Answer, record, and process all guest calls, messages, requests, questions, or concerns.
· Coordinate with Housekeeping to track readiness of rooms for check-in. 
· Upsell rooms and promote hotels services and facilities 
· Enroll new members in Marriott Rewards membership loyalty program. 
· Supply guests with directions and information regarding property and local areas of interest.
· Run daily reports (number of arrivals, departures), identify any special requests, and check reports for accuracy. 
· Complete designated cashier and closing reports in the computer system.
· Preparing duty roster of the FO department 

· Night audit during night shifts – 
1. Ensure a smooth running of the night audit
2. Check cash & credit card transactions, posting transactions, ensure cash management is correctly handled

3. Rate check, No show charges

4. Take and check all receipts of hotel's outlets (discounts, room postings, tips)

5. Ensure overall accuracy of all rates (in house)
6. Prepare all necessary reports for accounting department
Dec 2011 till Jul 2013 I worked as an accountant in “World of tools”

· Check figures, postings, and documents for correct entry, mathematical accuracy, and proper codes 
· Organize, secure, and maintain all files, records, cash and cash equivalents in accordance with policies and procedures 
· Preparing and keeping source documents of cash, receiving cash from customers, drivers and sales managers
· Preparing and keeping cash receipt journal.
· Prepare payroll reports and paying salary. Complete period-end closing procedures and reports as specified. Audit cashier banks periodically
Aug 2011 till Nov 2011 I worked as an accountant in “Undorovskaya Volzhanka”. 
· Record, store, access, and/or analyze computerized financial information.
· Prepare daily consolidated deposits of cash received by all cash handling employees. 
· Document, maintain, communicate, and act upon all Cash Variances. 
· Prepare, maintain, and administer all cashier banks and contracts.
Des 2007 till Aug 2011 Trade company “Efko-Samara”. My position was administrator/ accountant-cashier.

   Making the company inventory process on a monthly basis. Monitor all goods movement.
Prepare daily consolidated deposits of cash received by all cash handling employees. Paying salary. Document, maintain, communicate, and act upon all Cash Variances. Prepare, maintain, and administer all cashier banks and contracts. Check figures, postings, and documents for correct entry, mathematical accuracy, and proper codes. Contact with debtors and providers. Taking and checking driving receipts, delivery receipts. Control for delivery goods to customers.
Certificates
· Certificate of selection as employee of the month, March, 2014 

· Certificate of completion “Effective and successful reservation training”, June 2015
· Certificate of completion “Front Desk Upselling”  from TSA training services
· Certificate of achievement for being 2nd top upseller month of August 2016

· Certificate of achievement for being 1st top upseller month of October 2016

· Certificate of achievement for being 2nd top upseller month of January 2017

· Certificate of completion “business correspondence training” March 2016 

· Certificate of completion “Information security and Protection Training” February 2016
Education:

1989-1995 secondary school #45 in Samara, Russia

1995-1998 privat English school “Alternative”
1998-1999 secondary school #32, English-math specialization. Samara, Russia

1999-2001 Samara State Economic University, non graduated

2002-2004 The branch of the Russian State University of Service and Tourism, non graduated

Languages
English (fluent), Russian (native), Italian (elementary), Arabic (beginner) 
I.T. Skills
Opera, Micros, Windows, Microsoft office, outlook, internet, 

Personal quality: clever, responsible, diligence, well organized, sociable, honest, easy studied, friendly
