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JOB TARGET:    Customer Service / data entry / FRONT OFFICE CUM NIGHT AUDITOR
OBJECTIVE

Secure a responsible career opportunity, where I can fully utilize my Customer Service Experience, Administration, Data Entry and Office Management skills, while making a significant contribution to the success of my employer.

Career Summary 

· A customer focused, results-driven professional with a passionate commitment to providing outstanding levels of service at all times. 

· Competent and dynamic administrative professional with outstanding experience in the management of infrastructure, facilities & functions to ensure bottleneck free operations.
· Fine communication & analytical skills and the ability to relate to people across all hierarchical levels in the organization.

· Specializes in investigating and swiftly resolving a wide range of inquiries and complaints, always striving to exceed expectations and improve the customer experience. 
· Proven expertise in harnessing resources to realize the organization’s mission observing highest productivity benchmarks. Enriched with the ability to learn new concepts & technology within a short span of time.
· Equipped with accurate and fast speed of typing, efficient in maintaining the highest level of quality in computer operations, ensuring adherence to all the predefined parameters and procedures as per the stringent norms.
· A strong and supportive team player who integrates with ease into challenging new situations, rapidly acquiring the skills and knowledge required to perform a role to the highest standard.


Professional Experience

front office reciptionisit    (team leader)
2013-2017 
 ROYAL MARK HOTEL DUBAI LLC 
· Responsible for guest Check in Check out
· Greet and register guests in a 80+ room hotel using a Point of Sale (POS) Terminal, memorizing faces and names to ensure personalized service throughout guest stays

· Maintained a 95% customer satisfaction rating over two years, a covering categories such as friendliness, efficiency, helpfulness, and knowledgeability

· Trained two new front desk clerks in using POS Terminals, room inspection, providing guest services, and confirming online room reservation services.
· Take and confirm reservations over phone, email, Airbnb, and in person, ensuring no reservation overlaps or hotel over-booking 

· Refer and report customer inquiries and complaints to the appropriate departments, and offered free items and services to dissatisfied customers.
CUSTOMER SERVICE EXECUTIVE
2011-2013 
BAB AL SHAMS CARGO SERIVES LLC 
· Credited for entering data, with 100% accuracy and speed, to data system; and generating reports and forwarding the same to senior management.

· Achieved efficiencies in handling customers and providing good service through phone calls. 

· Instrumental in handling client problems and providing apt solutions to ensure excellent customer service.

Education 

higher secondary school                                     PAKISTAN                                  
DIPLOMA IN HOTEL MANEGEMENT                           DUBAI
DIPLOMA IN MECHANICAL ENGNIREEING               PAKISTAN

Strengths
· Client Service - Ability to respond to the clients and anticipate their needs.

· Computer Competency - Is skilled at operating a computer & MS Office Suite.

· Document Use - Ability to use and understand documents.

· Excellent communication - Can use language effectively to gather information and facilitate the exchange of ideas.

· Flexibility - Ability to adapt to changes while keeping focus on goals and apply knowledge to new circumstances.

· Creative Thinking - Ability to look outside the box and develop new strategies.

· Oral Communication - Skilled in oral communication and can express oneself in conversations and when addressing an audience. Can organize ideas, including summarizing, and explain them concisely.

· Personal Credibility - Takes responsibility for actions and shows that one is reliable and trustworthy. Is honest and does his or her fair share.

· Persuasive Communication - Skilled at both oral and written communication that can influence others. Uses effectual examples and visual aids that have an impact on the audience.

Key sKILLS
· Exceptional communication and interpersonal skills

· High Speed Data Entry, Office Management, Secretarial Assistance, Coordination, and Operations Management
· Demonstrated expertise in content management systems

· Inter and intra departmental coordination.
· Ability to manage multiple tasks at the same time

Key competencies

· Administrative Operations

· Planning and Organizing Skills

· Facilities Management

· Customer Service
· Time Management

· Office Management  
· Performance Optimization
…………………………………………………………………………………………………
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CONTACTS:





Email: � HYPERLINK "mailto:masoom.380189@2freemail.com" �masoom.380189@2freemail.com� 





TECHNICAL SKILLS:


Microsoft Office 


Excel Spreadsheet


MS Word


Data Entry Operations


Organizational Skills


Interpersonal Skills 


Windows™ (7™, Vista™, XP™)





PERSONAL DETAILS :


Date of Birth: 23nd Sep 1986


Nationality: Pakistan


Language Spoken : 


URDU: (Native)


   Arabic :   (Good)


    English:(Good)


  Parsian  : Portugal


(understanding)





VISA STUTUS: VISIT VISA


 


    





Driving License: Valid UAE
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