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Nationality: Ukrainian
Location: United Arab Emirates, Abu Dhabi
Visa status: under cancellation process

Preffered position: Receptionist
Mobile: Whatsapp +971504753686 / +919979971283 
E-mail: alona.376140@2freemail.com 
Remarks: Ready to join immediately
Areas of expertise

· Keyboard skills
· Office software

· Administration

· Reception skills

· Data base management
Personal skills
· Good English communication skills;
· Cultural awareness and sensitivity;
· Ability to work in a fast paced environment and multitask;
· Can work under pressure
· Can work under minimum supervision

· Fast learning
Languages:

English– written/oral - fluent;
Arabic – oral - beginner;
Russian-written/oral - fluent;
Ukrainian - native
ACADEMIC QUALIFICATIONS

*Gym Instructor L.3 Certification (2017)
* Master’s degree
 Poltava National Pedagogical University, Poltava, Ukraine (2008 – 2013).                    

PERSONAL SUMMARY

Ready for new challenges and for exploring new opportunities. Willing to develop my skills and get new experience!

Experienced in working under pressure in a quick paced fast mowing environment even so staying friendly and helpful.
WORK EXPERIENCE
“Mafraq Hotel” Abu Dhabi, UAE

Recreation& SPAReceptionist (May 2016 – 30 December 2017) 

· Maintained a record of all guests and members coming.

· Schedule appointments; arrange meetings and conferences in the office.
· Effective management of administrative tasks like filing, faxing, and Xeroxing
· Coordinate meetings, take notes, and prepare weekly/monthly reports for the management.
· Handled all incoming calls and answered the enquiries made.

· Administered the payments made by the members.

· Resolvedallcustomercomplaints

· Assisted in meeting cleanliness needs of the facility

· Updatemanagementinformationsystems.
· Supervising operations
· Etc.

Achievements: 
1) President of hotel staff welfare committee;

2) Granted “Best Recognize” of the month;

3) Helping the clients in the gym;
Hotel “Yavir” Poltava, Ukraine
Front Desk Receptionist(September 2014 – September 2015)
· Answering all incoming calls / emails and re-routing them to relevant parties;
· General administration duties, photocopying, filling etc.;

· Dealing with any enquiries at the reception;

· Data entry onto internal systems;

· Dealing with car park requests and hospitality requirements;

· Ensuring that the reception area is tidy and clutter free;

· Operating a computer system and fax;

“Unona Agency”, Poltava, Ukraine

Interpreter(2013 – August 2014)
· Translating sentences spoken or written from English into Russian / Ukrainian and vice versa
· Conducting email

