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Mohamed 
Mohamed.366196@2freemail.com  
· PERSONAL STATEMENT

I am an energetic and motivated person who enjoys a challenge and achieving personal goals. Hungry to learn and keen to develop his career further 
· AREAS OF EXPERTISE

· Ensuring that all work is carried out to the highest standards.

· Able to take on and do the duties of a front office manager.

· Developing and motivating teams to do better.

· Ability to handle emergency situations they arise.

· Able to deputies in a manager’s absence.

· CAREER HISTORY

i. Position: Front Office Receptionist


ii. Company: Landmark Grand Hotel ( 4* )

iii. Date: 15july /2014 - until now.
· Welcome guests to the hotel using the LANDMARK standard

· Report to work within the requested time, prior to the commencement of duty, 

· Demonstrate pride in the workplace with a high level commitment
· Treat all guests and colleagues in a polite and courteous manner at all times.  To give your full cooperation to all guests, and assist in a prompt, caring and helpful manner.

· Anticipate guest’s needs wherever possible and react to these to enhance guest satisfaction.

· Promote a helpful and professional image to the internal and external customer.

· Ascertain a high degree of guest satisfaction (to receive zero complaints about your department).

· Have a good knowledge of all the different types of rooms, hotel facilities, hours of operation, restaurants, shops and function rooms

· Good communication and information of previous and future shifts to be maintained through the Front Office Logbook.

iv. Position: Front Office Receptionist & Data Entry( CID)


v. Company: Ramada Hotel Deira Hotel ( 4* )

vi. Date: 12Dec /2012 - June 2014.

•     Welcome the hotel guests, making room reservations and checking people in.
•    Assigns rooms and preparation of the weekly room forecast.
•    Receipts of advance deposits (acceptance of coupons, hotel orders, etc.)
•    Assists guests in filling in the Registration Card.
•    Update guest history and various business reports.
•    Advise the concerned department for any room move transactions.
•    Keep room keys in safe conditions and control and maintain key boxes.
•    Processing reservation requests as assigned, preparing correspondence for customers via    fax and e-mail for general inquiries and reservations..
•    Deal with guest requests to ensure a comfortable and pleasant stay. 
•    Assist in dealing with customer complaints in an effective and courteous manner, providing or seeking solutions as quickly as possible. 
•     Responsible for accurate and efficient accounts and guest billing processes. 
•     Assist in keeping the hotel reception area clean and tidy at all times. 
vii. Position: HUMAN RESOURCES ( ADMIN )


viii. Company: HYPER ONE FIRST EGYPTIAN MARKET IN EGYPT.

ix. Date: November 2006- May 2010.
· Facilitating human resources processes.
· Administering employee health and welfare plans.
· Acting as a liaison between employees and insurance providers.
· Resolving benefits-related problems.
· Ensuring the effective utilization of plans related to HR programs and services.
· Administering health and welfare plans, including enrollments, changes, and terminations.
· Answering employee requests and questions.
     Skills 
• Required language proficiency – Arabic and English. 
• Knowledge of customer service principles and practices. 
•   Knowledge of call center telephony and technology. 
• Some experience in a call center or customer service environment. 
• Good data entry and typing skills. 
• Knowledge of administration and clerical processes. 
Key Competencies 
•     Verbal and written communication skills in Arabic and English. 
· Listening skills 

· Problem analysis and problem solving 

· Customer service orientation 

· Organizational skills 

· Attention to detail 

· team work 
 Personal Details

· Date of Birth:  02nd Sep 1982
· Marital Status:  Single
· Bachelor Degree Physical Education : 2003-2004    
· AUE Driving License 

· Languages:                    Arabic:  mother tongue

                                          English:  written, spoken and read
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