Curriculum Vitae
Personal information 
First name(s) Meron
E-mail……………………… meron.376147@2freemail.com  

Mobile: Whatsapp +971504753686 / +919979971283 

Nationality ……………… Ethiopian 

Date of birth ……………. April 16, 1980 

Gender …………………….Female
Marital Status…………..Single 

Desired employment Receptionist/ Assistant / Front desk 
Work experience 
Employer Company Name ………… Meridian Hotel 

Duration ………………………………… For 10 Months 

Occupation or position held……….. Trainee Receptionist 
Employer Company Name………………. Total Ethiopia 

Occupation or position held ………………Receptionist Clerk
Job description: First i was hired as telephone operator, afterwards since i spoke French and English very well and The Company was a French company i started working as a receptionist. My duties were welcoming customers and ushering them to their desired department, receiving telephone calls and transferring, receive letters and distribute to different departments.  Worded as a temporary secretary in the general Mangers office. And give information to customers about the company

Duration ………………………………………….for 5 Years
Employer Company Name…………………. Intercontinental Hotel 
Duration …………………………………………... for 6 Months 

Occupation or position held ……………….Operator (Part time) 

Job Description: 

Answer telephone calls and direct to departments, or stay in guests. Fulfill customer needs by translating or directing them in French and English language. Keeping file of all telephone numbers and filing them in spread shit.  Give wakeup call to guest on time.

Employer Company Name……………….. Ethiopian Airlines
Duration………………………………………….. 4 years
Occupation or position held …………….. Customer service agent/ Translator

Job Description: 

My main job was to assist passenger in any inquiries they have, like issue boarding pass, hotel voucher, helping them get to their gates, assisting them when they are travelling with more than one infant, helping them filling forms (immigration....). My job was more into helping French speaking passengers in every way; translate when they have issues like passport problem, drug issues, boarding pass issues and when they miss their plane.
Employer Company Name……………….. Ermias Advertisin and Printing P.lc
Duration………………………………………….. 2016 till now
Occupation or position held …………….. Customer service agent/ Translator

Job Description: 
First when I started I worked as a receptionist. My job was, Greet customers, giving them access to different departments, receive letters, keeping data of all job orders, prepare spreadsheet of all staff and customer telephone numbers. After one year i transferred to marketing department as customer service officer. My job was receive customers, after they tell me what they need, i give them price if they accept, i prepare job order make them pay and send file for production, follow up its status, and delivering. Bring new customers by telling them about our company.ing pass issues and when they miss their plane. 
Education and Training 
Regular Education 
Lycée Guebre-Mariam Addis-Abeba Ethiopie 

Classes Attended From Kindergarten - Grade9 

Senior Secondary Education Abyot Kirse Senior Secondary School 

Classes Attended From 9th – 12th Grade 

Admas College Front Office Course 
Award: Certificate
Royal College: Secretarial Science and office Management
Award: Dilpoma

Language Ability 
	Mother tongue(s) Amharic Other language(s) 
	English and French 

	Listening 
	Reading 
	Speaking 
	Writing 

	Language 
	English 
French 
	Excellent 

Excellent 
	Excellent 

Excellent 
	Excellent 

Excellent 
	Excellent 

Excellent 


Social skills and competences:

 I am a very sociable person and I am highly capable of working in fast-moving, hectic environments. I like working in teams and sharing ideas with workmates. 

