	Rubina 
Abu-Dhabi, UAE

Email:  rubina.375530@2freemail.com 
	[image: image1.jpg]




	
	


SUMMARY

Self motivated and possess exemplary leadership, motivational, supervisory and customer service skills. Takes pride, displays passion in work and portrays a friendly, professional and approachable disposition.

CAREER HISTORY

January 2017 till July 2017 Reservation in- Charge




    Grand Continental Flamingo Hotel, Abu Dhabi, UAE

Responsible for processing hotel reservations accurately and in a timely manner, and maintain an inventory of available rooms and guest requests to maximize revenue and meet guests expectations. 

Supervising general job performance of reservation staff implementing of policies and procedures under guidance of Front Office Manager, and also to perform any other duties requested by Front Office Manager.

General Responsibilities 

· Allocate daily tasks to the Reservation Staff. 

· Review reservation booked daily.

· Review all the arrivals and departures daily.

· Responsible for Training Staffs’

· Responsible for implementation of policies and procedures. 

· To liaise with the Sales Department in regards to Occupancy, Room Rates and Group Contracts. 

· To indentify the Key and Top Accounts and ensure proper recognition by the reservation and front desk staffs. 

· Responsible for preparation and submission of various reports such as occupancy and tourism statistics. 

· Monitoring the telephone manners and general performance of the reservation staff on a regular basis. 

· Ensure special handling of repeat guests and VIP guests. 

· To review the room blocking of long stays, suites and group requests. 

· Maintain complete knowledge of and comply with all departmental policies, service procedures and standards.

· Anticipate guests’ needs, respond promptly and acknowledge all guests, however busy and whatever time of day.
· Ensure revenue is maximized by up-selling guest rooms and recommending hotel facilities.

· Follow all safety policies.

· Prepare and submit, daily, weekly, monthly occupancy and forecast report to the Front Office Manager and Director of Sales & Marketing. 

· Attend to weekly meetings with the Sales Department. 
· Maintain and keep track of the restricted dates, rates and room types. 

· To review and update all the rates in the OTAs’ on a regular and daily basis based on the market trend and hotel situation. 

· To assist the Front Desk Staff and also oversees the Front Office Operations in the absence of the Front Office Manager. 
December 2015 till December 2016 Front Office Shift leader  




      Grand Continental Flamingo Hotel, Abu Dhabi, UAE

· Monitors front office personnel to ensure guest receive prompt, warm attention and personal recognition.
· Establishes and maintains effective employee relation.
· Inspects frequently for cleanliness and orderliness of the lobby, reception and casher desk, and or random basis, V.I.P rooms prior to guest arrival.
· Supervise and coordinates room assignment with concerned Front Office sections and other hotel department.

· Handles complaints with immediate action and through follow up.

· Handles guest needs, inquiries and requests promptly.

· Prepares and submits all required statistical reports on a timely basis.

· Makes necessary arrangements for group and crew check in.

· Maintains and controls usage of registration cards.

· Acts as a sales person in order to maximize room revenue.
February 2014 till November 2016 Front Office Receptionist   




       Grand Continental Flamingo Hotel, Abu Dhabi, UAE

Responsible for efficiently and courteously handle the requests of the guests in a timely manager and to ensure maximum guest satisfaction.  To meet or exceed productivity standards, taking corrective action as needed and to ensure standards are maintained.
General Responsibilities 

· Handle guest check-ins and check-outs efficiently and in a professional manner, informing guests of hotel's facilities at time of registration.

· Handle guest issues, complaints, and requests and pro-actively resolve in a manner satisfactory to both the guest and the hotel.

· Coordinate with other departments to fulfill guest special requests.

· Answer guest questions regarding local area facilities and be able to give proper directions to these areas.

· To coordinate with housekeeping team and ensure clean room for guests are allocated.  
· To notify Housekeeping and Maintenance of any reported problems.

· To follow proper cash handling procedures and to ensure all related charges are posted to guest folios and ledger accounts. 

· Communicate with the incoming shift Associates by logging pertinent information in the Communications Log Book.

· Have a thorough knowledge of safety and emergency procedures and be able to execute them when necessary.

· Managed registration process of all guests upon check-in and check-out during the shift. 
· To assist guests in registration and also to direct them. 
· To monitor all phone calls and answer inquiries such as availability and promotions.
· Responsible for providing a friendly welcome and high-quality service over the phone and to guests upon their arrival to the hotel. 
· To constantly portray a highly professional image of the hotel and pay particular attention to guest satisfaction and efficiency. 
Education Certification:
	Examination
	Institute
	Year of Passing

	Bachelor Degree
	Southfield College (Loreto)
	2011

	Higher Secondary Education
	Notre Dame Academy(CBSE)
	2008

	Secondary Education
	Notre Dame Academy(CBSE)

	2006


Skills & Systems
· Good at Microsoft Office Applications and Opera Hotel Management System.
PERSONAL DETAILS









· Name

:   Rubina 
· Date of Birth 
:   25th December 1989
· Sex                  
:   Female

· Nationality   
:   Indian
Language Known










· Indian              :   Mother Tongue Language 

· English           :  Very Good in spoken and Written

· Nepali

:  Very Good in spoken and Written
Declaration:

                     I hereby declare that all the details furnished above are true to the best of my knowledge.
