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ALVERINO 
Visit Visa Status
Seeking a position where I can contribute to company growth through dedication and application of my experience, knowledge, and skills. I can handle job independently, matured, dedicated, hardworking and professional. I had direct work experiences in Administration work. I believe I could fit easily into your team.
                                              PROFESSIONAL EXPERIENCE
Front Office Executive 20 January 2013 – 20 February 2016
Residence &  Village
Managed by Hilton
United Arab Emirates
Duties and Responsibilities
· Achieve positive outcomes from Guest queries in a timely and efficient manner
· Ensure an efficient reception experience for Guests, including check in/out, and complete audit procedures, as required
· Ensure that both the Front Office Manager and Reception Supervisors are kept fully aware of any relevant feedback from guests and, or, other departments
· Demonstrate a high level of customer service at all times
· Demonstrate a knowledge of hotel room categories, room rates, packages, promotions and other general product knowledge necessary to perform daily duties
· Maximize room occupancy and use up-selling techniques to promote hotel services and facilities
· Use the correct procedures regarding the acceptance of foreign currencies, credit cards and cash with the hotel credit policy
· Making the Occupancy Report and sending it to Head of Departments.
Sales And Reservations Assistant 15 January 2011- 10 December 2013
Al Hotel & Beach Resort (266 Rooms)
Managed by Hilton 
United Arab Emirates
Duties and Responsibilities

· Provide customer service satisfaction through right process of welcome, confirmation and    implementation of the bookings in room division.

· Promote the company products and services

· Maintain a high level of product and service knowledge in regards with the company

· Provides excellent communication skill and problem solving abilities

· Prepared and execute action plans which increase reservation sales and associated business

· Prepare reports as requested (travel agents, sales reports)

· Ensure that all the correspondence to all related duties is auctioned properly and    efficiently

· Identifying opportunities to innovative service delivery and product offering to meet and exceed client expectation

· To maintain professional business confidentially

· To conduct self-professional manner at all times and maintain good relationship with colleague throughout the hotel and business partners

Chief Concierge-13 August 2000-03 January 2011
                      Al Hotel and Beach Resort     
United Arab Emirates
· Leader Of the Team

· Escorting guests to their respective hotel rooms, and assisting with their luggage and other needs.

· Explaining hotel rules and facilities and keep up to date with current promotions

· Assisting front desk agents with paper works and filing documents
                                                 SKILLS KNOWLEDGE AND RECONITION
Knowledgeable in Hospitality System PMS Opera (5.0)version
Proficient in using computer application (Ms Word, Excel,Internet Browsing)
Excellent communication skills (oral and written)
Leadership and Initiative Skills
Multiple awards for BEST EMPLOYEE OF THE MONTH(Al Hotel)

Attended Trainings for Handling Guest Complain and Customer Service (Al Hotel)
Currently Holding a Driving License
Issued Date: 30th May 2010, Ras Al Khaimah United Arab Emirates
License Number: 121206
Experience to drive in all part of the UAE
Good sense of a direction, familiarity with the region and driving skills.
Follow a local laws, pay attention to the road strategies
       PERSONAL DETAILS:
· Nationality: Filipino
· Religion: Roman Catholic
· Civil Status: Married

· Birth Date: March 10,1972

· Height: 5’6”
· Weight: 72 kg
· Vocational:  Systems Technology Institute
       Novaliches Quezon City, Philippines
       1 year Computer Course (1998-1999)
· College:       Polytechnic University Of The Philippines
       Sta. Mesa Manila, Philippines
       Bachelor Of Science In Electrical Engineering
      (Undergraduate)
· Secondary:   Academy Of St. Joseph Claveria, Cagayan Philippines
       1986-1991)
· Primary :     Union  Claveria, Cagayan Philippines 
       1980 – 1986


[image: image2.png]



ALVERINO CV NO. 641352


� HYPERLINK "http://www.gulfjobseeker.com/feedback/submit_fb_em.php" ��Click to send CV No & get contact details of candidate�


 �








