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Career Objective:

To secure a challenging and responsible position involving operation, executive management where abilities and experience can be effectively utilized

Experience:

Panorama Group of Hotels
Sep 2016 till present 

Duty Manager 
Job Description

· Manage and monitor activities of all employees in the Front Office department making sure they adhere to the standards of excellence and to the guidelines set in the employee handbook, hotel policies and procedures, coaching, training and correcting where needed.
· Direct and oversee all hotel operations during the night shift to ensure guest satisfaction and safety.
· Conduct Briefing for all staff during Night Shift.
· Inform all Overnight staff of nightly activities, group and VIP arrivals as well as special requests and repeat guests. 
· Check accommodations, making sure any special requests are carried out accordingly, greet guests upon arrival and ensure escort to accommodations if appropriate.
· Maintain a professional and high quality service oriented environment at all times.
· Act as manager on duty for the hotel in the absence of the Front Office Manager dealing with complaints, problem solving, disturbances, special requests and any other issues that may arise.


· Manage the night shift in the department ensuring all employees perform the tasks assigned to them and coordinate Front Office activities with other departments.
· Welcome our guests to the hotel in a friendly and helpful manner, ensure that the public areas are kept clean and tidy.
· Occasionally Assist guests with their luggage, be a point of contact for our guests, valet park guests cars and other responsibilities to ensure all requirements are met during our guests stay.
· Actively participate in the decision making process on guest relocation for nights when overcapacity, execute accordingly and ensure a smooth relocation process. This effort must be coordinated with the Front Office 
· Monitor and develop team member performance to include, but not limited to, providing supervision, scheduling, assigning nightly work, conducting training, conducting counseling and evaluations and delivering recognition and also reward.
· Ensure the accurate completion of the daily night audit in a timely fashion. 
· Able to perform the full night audit if needed.
· Oversee preparation of daily summary reports.
· Assist the Front Office Manager in implementing and enforcing financial controls throughout the department, helping with control of operating expenses, scheduling and purchasing.
· Initiative, Problem Solving, Staff Training, Team Leading.
· Work closely with the Housekeeping Department to improve guest services and foster cross departmental communication.
· Be aware and able to enforce all fire-life-safety procedures. 
· Remain current in all updates with regards to new procedures and training. 


· Report any suspicious persons, activities and/or hazardous conditions to the Security department and/or the Front Office Manager.
Wood Craft House 

May2015 to Aug 2016

Public Relation Manager

X Club – Avari Hotel Dubai
May2013 to Apr2015

Managing Director 
Panorama Group of Hotels
15 Dec 2007 to May 2013 

Public Relation Officer
Job Description
· Responsible for examining, assessing and issuing Visa of all the staff and company guest’s
entering U.A.E.  
· Processing all types of visas including employment visas, residence visas for staff as well as  
entertainers.

· Processing and renewal of permits and licenses including company Trade License, Liquor

Trading License, Chamber of Commerce Certificates of Registration, Civil Defense


Certificate for the company.

· Processing and renewal of Entertainers Permits/N.O.C through Department of Tourism.

· Registration processing and renewal for company vehicles.

· Obtaining permits and processing for special promotions such as raffles, publishing or

advertisement displays as required.

· Processing and renewal of PRO Card, Immigration Deposit Boxes, etc.

· Maintain and cultivate goodwill and good relationship with Government Departments and
Agencies.

· Up to date with regards to any changes or amendments to the prevailing 
laws/rules/regulations, changes in forms/formats and other procedures and keep the

Human Resources Manager advised of such changes.

· Submit relevant documents periodically to the Labor Office with regards to
cancelled/absconding employees and delete from the company sponsorship list and to

complete Departure and Exit formalities for staff after cancellation of visas.

· Obtain quarterly sponsorship reports from the Labor Office and tally sponsorships and 
re-submit to Labor Office with relevant support   documents

· Arranging the employees to get the Health card and Certificate of medical for stamping

the visa.

· Arranging Civil Defense Certificate to provide it to our valuable customers.

· Update files, records and typing Arabic- English in database system, keep records in

readily, accessible and orderly






·  Make sure that confidential records are secured

· Reconcile and prepare a monthly report for portal and petty cash expenses considering Different cost centers and nature of expenses

Government of Syria 

Municipality / Tax Calculating and collecting Department  

13July2005

* Over all supervision of the staff under my responsibility.

* Checks and reviews all the reports, all books of accountants.  
Skills:
Fluent in Arabic and English
Good understanding of Hotel Operations
Adaptability & Integrity
Effective teamwork & understanding
Recognizing and understanding differences & trends

Microsoft Word, Excel, Dos and Power point.
Training Courses:

Computer courses in Windows, Excel, Power Point and Photoshop

Human Resources Management / Certificate issued from Knowledge and Human Development Authority (KHDA)
Education:

University of Aleppo 

Economic / Business Management 
2004-2008
Personal Data:

U.A.E. Valid Driving License

Nationality:

Syrian
Date of Birth:

May 01, 1985
Declaration 

                I hereby certify that the above information are true and correct to the best of my knowledge and belief






