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	PERSONAL INFORMATION
	 Daniela

Daniela.366364@2freemail.com 

	


	WORK EXPERIENCE
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	June 2016 – Present  - The Ritz Carlton Abu Dhabi, Grand Canal
Guest Relations Agent 

- greet arriving Guests by providing a warm, personal welcome and offering assistance to guests throughout the duration of their stay ;
- promote the hotel’s products and services;
- assist guests with directions to the Front Desk, or any other area of the hotel ;
- record and process reservations made by phone/fax/email ;
- maintain professional business confidentiality ;
- prepare reports as requested ;
- providing the tourist with information, buckles and other publicity data ; 

- recording all the items and documents for each tourist ;
- update appointment calendars and schedule meetings/appointments ;
- administrative tasks; 

- perform general office duties ;

Business or sector Hospitality


	
	2014 -September 2015 / January 2016- May 2016 - Administrator at SC COMIMPEX SRL - family business - 
- decision- making, administrative tasks, accounting, paperwork, payroll ; 

Business or sector Administrative


	
	July 2015 – December 2015 - Internship K+K Picasso Barcelona Hotel 
 F&B Agent, Front Desk Agent,  Assistant Manager;
- greet arriving guests ;

-communicate with customers to resolve complaints or ensure satisfaction ;
-up selling guest rooms ; 

-handling payments ;

-maintain a clean and neat front desk area ;

-accommodate guests requests ;

-assist the manager in organizing and planning ;

Business or sector Hospitality


	
	2013 – 2014 – Translator Assistant  - Romanian-English-Romanian, Romanian-Spanish-Romanian (field: economic, banking, legal, others) at  Magdalena Translations SRL

- verify Romanian - English - Romanian / Romanian - Spanish - Romanian  translations ;
- translation of literature texts, poems, songs ;
- translation of information for cosmetic companies ;
Business or sector Translations



	
	2010 – 2013  - Hostess / Sales Advisor at Front Line SRL

- sell products and services using up-selling and suggestive selling techniques ;
- maintain a high level of product and service knowledge ;
- demonstrate and provide information on promoted products; create positive image and lead consumers to use it; use lectures, films, charts, and/or slide shows ; 

- involved in stock control and management,  giving advice and guidance on product selection to customers ;

Business or sector Sales



	EDUCATION AND TRAINING
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	University degree 
	

	
	“Dimitrie Cantemir” Christian University

	
	· Faculty of Foreign Languages and Literatures (English-Spanish)

First Aid Degree

Bucharest – Ilfov Ambulance Service

High School Degree

“Eugen Lovinescu” High School

· Mathematical and Informatics field

European Computer Driving License – ECDL

· Word, excel, power-point, outlook


	PERSONAL SKILLS
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	Mother tongue(s)
	Romanian

	
	

	Other language(s)
	UNDERSTANDING 
	SPEAKING 
	WRITING 

	
	Listening 
	Reading 
	Spoken interaction 
	Spoken production 
	

	English
	C2
	C2
	C2
	C2
	C2

	
	

	Spanish
	C2
	C2
	C2
	C2
	C2

	                            
	

	Portuguese
	B2
	C1
	B1
	B1
	B1

	                            
	Arabic - medium  


	Communication skills
	· good communication skills gained through my experience in sales and hospitality industry ;
· ability to work in team, with people from different backgrounds and nationalities ;
· customer service skills ;


	Computer skills
	European Computer  Drive License - ECDL


	Other skills
	-disciplined, attentive, hardworking, dedicated ;
-problem solving attitude ;
-ability to establish and maintain good working and collaboration relationship with people with different temperaments ;
- able to handle a multitude of tasks in an intense, ever-changing environment while remaining calm and collected ;
- strong interpersonal and problem solving abilities ;
- highly responsible & reliable ;
- ability to work cohesively as part of a team ;
- ability to focus attention on guest needs, remaining calm and courteous at all times ;
-display initiative and flexibility ;  

-young , dynamic and self motivated ;

- document control, filing and data processing ; 

- handling calls and reception duties;
- developed skills in programs like: Word, Power-Point, Excel ;
- ability to keep up with wide range of expectations ; 

- organizational skills ; 
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