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Marianne 
E-mail: Marianne.76856@2freemail.com 
Objective:
To obtain a suitable position, within my field of study, that allows me to improve my qualifications with the ability to update myself continuously.
Education:
· B. in Tourism & Hotellery Guide, 2005. 
" French Section ", Helwan University
General Grade  : Very Good Honoreted
· General Secondary Certificate (Thanaweya Amma), Saint Vincent de Paul, EL Helmia 
Other Degrees:
Alliance Degree from France
Experience:
November 07 – July 09  “ Sofitel Cairo El Gezireh Hotel “
Feburary 09 till July 09
Position : Assistant Hotel Manager
Primary Functions :
· Communicate the hotel manager with all the hotel departments. 
· How to solve problems (guest in house) & to respond to guest’s complaint taking the necessary action. 
· Attend briefing and meetings. 
· Communicate with the General Manager office and replace the Assistant during his absence. 
· Participate for preparation all important events‘ functions 
· Excellent Office Skills & filling. 
· Perfect command of Microsoft Windows, English and Arabic typing. 
· Setting efficient filling system. 
· Organizing Manager's appointments and meetings. 
· Receive, direct and relay telephone messages. 
· Perform general clerical duties to include but not limited to: Emails, photocopying, faxing, mailing. Prepares agenda, takes minutes and keeps records of proceedings. 
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· Translation of documents, and correspondents to/from English to Arabic & vice versa. 
November 07 – January 09  “ Sofitel El Gezireh Hotel “
Position : Business Center Secretary Primary Functions :
· Maintain and distribuate Hotel mail and general fax . 
· Coordinating with the Banquet Department ( meetings reservation & Conference arrangements ) 
· Excellent Office Skills 
· Translation ( French to English or the opposite / English to Arabic or the opposite ) 
( Arabic to French or the opposite )
· Coordinating with all the Hotel Department . 
May 07 – September 07 “ Golden Sharm El Sheikh Cairo Sales Office “
Position: Sales Executive Secretary Primary Functions:
· Sort, screen and distribaute incoming and outgoing mail 
· Maintain, procees and update files, record or other document 
· Managing Sales Filing System 
· Coordinating with Agents for Reservation issues 
October 2005 – May 07 "Eastmar Tours Company"
Position: Tour Operator
Primary Functions:
· Arrange files 
· Reservation ( faxs – mails ) 
· Arrange programms 
· Vouchers & payment 
Languages Skills:
Arabic : Mother Tongue
French :Excellent
English :Very Good
Computer Skills:
· Excellent Knowledge of Office ( Word & Excel ) 
· Internet 
Personal Skills:
· Self Motivated 
· Good Communication skills 
Hobbies:
· Listening to Soft Music 
· Making New Relationships 
· Play Guitar 
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