Joseph 
Joseph.357662@2freemail.com

Objective:
To obtain a meaningful and challenging position that will allow me to learn, utilize my profession in the field of hospitality, for further enhancement and to share my expertise, experience and take part actively on the mission, vision, legacy of the organization.
Qualifications AND SKILLS
·   Bachelor of Science in Entrepreneurial Management graduate
· Computer Literacy on MS Office Application 
· Proven to be trustworthy in the aspects of work confidentiality

· Manage to work under minimal supervision
· Opera Knowledge

· Spasoft Knowledge
· Customer service oriented

· Adaptability

· Initiative

· Can work under pressure

· Ability to think clearly, quickly, maintain concentration and make concise decisions

EMPLOYMENT RECORDS

JW MARRIOTT MARQUIS DUBAI
Spa Administrator / Supervisor
Business Bay, Sheikh Zayed Road
PO Box 121000
Dubai UAE
July 13, 2013 – Present
Summary of Responsibilities: 

Reporting to the Spa Treatment Manager, responsibilities and essential job functions include but are not limited to the following: 

· Communicates and collaborates with other departments
· Handle & maintain equipment and tools in proper spa settings

· Establish and maintain good relationship with spa staff and guests

· Record and monitor all sales & costs payroll and profit

· Participate in marketing and promotion activities

· Perform other duties as requested by Spa Manager

· Enforcing all club & spa rules ensuring a safe environment for all staff and guests 

· Solve guest complaints and misunderstanding

· Supervision of associates within the department

· To carry out appraisals

FAIRMONT   HOTEL DUBAI
                Spa Receptionist 

            Sheikh Zayed Road                  

                  PO Box 97555

    Dubai UAE


           March 2012–July 2013 







THE RITZ-CARLTON DIFC 

    
         (OPENING TEAM)
                               Spa Receptionist
     Dubai International Financial    

                    
      Centre 

           
               PO Box 482032

 
   Dubai UAE
   December 2010 – March 2012

Summary of Responsibilities: 

Reporting to the Spa Treatment Manager, responsibilities and essential job functions include but are not limited to the following: 

· Consistently offers professional, engaging and friendly service 

· Efficiently process all telephone inquiries and spa/fitness reservation/activity scheduling from future, local and in-house guests 

· Provide thorough and complete information on all the services offered in the brochure, as well as reconfirming all the sales made or events booked in detail. 

· Respond quickly to guest requests or complaints and see that appropriate action is taken.  

· Work efficiently in scheduling, modifying or canceling all Spa and Fitness reservations and services. 

· Assist with the checking in/out of all spa & recreation guests, and making sure that the appropriate amenities are issued and escort guests to the locker room while providing an overview of the spa & recreation facilities
· Obtain correct billing information for each guest at time of check-in and ensure that billing is efficiently processed / posted throughout the day.  
· Assist/resolve guest billing disputes 

· Secure cash bank, maintaining accurate cash accounting information/records, balancing cash bank and list contents on the Cash Activity Sheet on a daily basis

MEDIA ONE HOTEL
Hub Agent /Reservation Agent 
PO Box 121818

Media City 

Dubai UAE

April 2010 – December 15, 2010
Summary of Responsibilities: 

Reporting to the Director of Front Office, responsibilities and essential job functions include but are not limited to the following: 

· Consistently offer professional, friendly and engaging service

· Process all external and internal calls either by redirecting calls or assisting the caller 

· Take ownership of the caller’s request and ensure follow up according to the hotel’s standards

· Have a sufficient working knowledge of all departments, in particular Housekeeping, Front Office, Food and Beverage and Engineering

· Serve as a liaison for Guests requiring information relating to all aspects of the hotel 

· Handle and distribute faxes, voice messages and written messages for internal and external Guests

· Have full knowledge of the hotel’s emergency procedures

· Ensure accurate records of guest calls to maintain the integrity of our data 

· Maintain knowledge of hotel rates and packages 

· Ensure inter-departmental communication and co-operation in the interest of better guest satisfaction

· Compliance with all safety regulations of assigned tasks, and ensure a clean and safe working environment with active participation in the hotel health and safety program
· Adhere to all environmental policies and programs as required
· Update reservations ensuring a flawless check in and checkout process

· Ensure revenue is maximized by up-selling guest rooms and recommending hotel facilities 

· Liaise with Sales and other departments as required

· Answer telephone and email inquiries in a timely manner

· Receive  and process reservations calls, confirmation and conversions via dedicated reservations line

· Convert reservation inquires into reservations through sales acumen, and up selling techniques

· Monitor daily Fax and Email Reservations inbox, and process requests 
Assist Front Desk as required 

FAIRMONT HOTEL DUBAI
SPA Attendant
Shaikh Zayed Road

PO Box 97555

Dubai UAE
September 2008 - August 2009

Summary of Responsibilities: 

Reporting to the Spa Manager, responsibilities and essential job functions include but are not limited to the following: 

· Consistently offer professional, friendly and engaging service

· Assist in the operation of all spa departments and to have knowledge of all Spa treatments

· Maintain linen inventory to and from laundry on a scheduled basis

· Direct Members and Guests to appointments and assist them with the use of sauna, steam, whirlpool etc

· Prepare rooms for treatments according to specified guidelines

· Maintain the facility in peak sanitary condition at all times and report any equipment deficiencies

· Maintain locker rooms in a tidy manner and ensure all amenities are stocked

· Follow departmental policies and procedures 

· Follow all safety and sanitation policies

FAIRMONT HOTEL
DUBAI




OXFORD SUITES MAKATI
Room Attendant 





Room Attendant
Shaikh Zayed Road





Durban cor. P. Burgos Streets 
PO Box 97555






Makati City, Philippines
Dubai UAE






May 15, 2006-April 21, 2007

October 2007 - September 2008
Summary of Responsibilities:
 
Reporting to the Executive Housekeeper, responsibilities and essential job functions include but are not limited to the following: 

· Consistently offer professional, friendly and engaging service

· Clean all assigned  guestrooms  including: dusting, making beds, soiled linen removal from rooms, and retrieval of clean linen from linen closets, vacuuming, bathroom cleaning, inside window cleaning, replenish rooms with supplies

· Sign in and out master keys daily

· Maintain proper usage of cleaning supplies and equipment

· Update and record all cleaned rooms 

· Return and properly tag all lost and found articles in the Housekeeping Office

· Follow departmental policies and procedures and service standards

· Report necessary maintenance items

· Follow all safety and sanitation policies

· Sign in; pick up keys and room assignments in Housekeeping office. Return items and sign out at end of day. 

· Report necessary maintenance to your supervisor. 

· Return and properly tag all lost and found articles in the Housekeeping Office. 

· Check assigned floors, including storage areas, for required cleaning throughout the day (i.e.; burnt light bulbs black marks on walls and paint marks on suppliers). 

· Fill guest requests in a timely and efficient manner. 

· Pick up soiled linen, sort and empty linen bins throughout the day. 

· Re-stock Room Attendant carts and return to proper backspace parking location. 

· Provide courteous, professional service and maintain a good working relationship with your own colleagues and all departments. 

· Ensure a safe work environment for you and co-workers and uphold safety guidelines
Achievement & Trainings
· Associate Relation Committee Representative (2016-2016)
· Information Security Protection Training

· Aromatherapy Associates Product Knowledge Training

· Shiffa Product Knowledge Training

· Best Hydrotherapy from Middle East Spa Award
Educational Background

Tertiary:
Bachelor of Science in Entrepreneurial Management

Polytechnic University of the Philippines

Sta. Mesa, Manila

2001 – 2005
Secondary:

Marikina Science High School

Sta. Elena, Marikina City

1997 – 2001

Personal Information

Birth date

:

February 8, 1984




Birthplace

:

Manila

Nationality

:

Filipino

Civil Status

:

Married



Religion


:

Roman Catholic
Height


:

5’7”

Weight


:

65 Kg.
