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   GUL

	CONTACT 
Email:
Gul-394582@2freemail.com 
LANGUAGES 
Urdu

Pashtu

English

Hindi

Panjabi

SKILLS 
Creative, co-efficient, co-operative, a pleasing personality and quick learner.

Can work as a team towards development, progress and strengthening the long term progress of the company.

Ability to interact smoothly with all age group.

Can ensure maximum productivity along with maintaining a friendly and growth promoting team spirit.
IT SKILLS 
Includes Microsoft Office, Opera PMS, Empower – GXP, Vicas

	
	CAREER OBJECTIVE
A position, which will combine my experience of Services & Hospitality Operation Skills. I am looking to seek a Responsible, Challenging and Rewarding position with a leading organization that ensures long-term Career development and Growth opportunities to realize my true potential by working in an environment; this is Conductive to hard work and creative thinking 
WORK EXPERIENCE
01/2015 - PRESENT
At Your Service Agent

Responsibilities:
· Maintain and promote guest hospitality over the phone all the time.
· Highly skilled in greeting over the phone.
· Answer and forward phone calls to appropriate individuals and departments.
· Handling guest’s requests and complains & quickly responded and dealing to guests concerns and complaints.
· Maintain and control all requests & complains and work order in GXP system.
· Ensure guest’s satisfaction at all times while maintaining the hotel’s policies and standards.
· Ensure that all guest complain and requests has done on the time.
· Following the concerns department about the guest concerns.
· Make sure to make a profile note for the HODS about the guest complains.
· Respond to emails and office correspondence.
· Provide information and Answering inquiries regarding services and hotel facilities.
· Demonstrated ability to deal effectively with phone and email inquiries.
· Generating reports and responsible to send for all HODS.
· Responsible for credit card cancellation.
01/2012 -  01/2015
Stewarding
Responsibilities:

· Maintain the kitchen and surrounding areas in a clean and sanitary manner by following the cleaning schedules and adhering to the Health & Hygiene Regulations and Company policy and procedures
03/2015 
Front Desk Agent Cross Training 
Responsibilities:
· Maintain and promote guest hospitality at desk all the time

· Highly skilled in greeting visitors and directing them to the right person or department.

· Answer and forward phone calls to appropriate individuals and departments.

· Ensure guest’s satisfaction at all times while maintaining the hotel’s policies and standards.

· Quickly responded and dealing to guests concerns and complaints.

· Responsible for checking in and checking out guests in friendly and professional manner.
· Ensure that all check ins are properly handled according to reservation requests and availability situation.

· Perform data entry and filling activities.

· Respond to emails and office correspondence.

· Provide information and Answering inquiries regarding services and hotel facilities.

· Demonstrated ability to deal effectively with phone and email inquiries.

· Handling guest’s requests and complains.

· Handle all cashiering transactions (posting charges to guest’s folios, exchanging foreign currencies etc.)

· Coordinates guest’s payments and billings.

· Knows the action to take when an emergency call is required.
· Maintain and control all room blocks.
Successfully complete cross training in reservation   department in 2014.
In 2016 toke initiative to complete cross training  in Night auditing 
EDUCATION
2003 - 2005
BA Political Science, Degree College Hangu Pakistan

REFERENCES
References available on request
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