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PERSONAL PROFILE:

Nationality:                Egyptian.

Marital Status:           Singel

Visa Staus  :               Emoployee Visa

OBJECTIVE:
Dear Sir/Madam,

It’s my great pleasure to apply for a suitable position in your prestigious organization on the basis of my qualification.

Now looking forward to a new challenging career, and working for an institution that offers the opportunity for career progressing and rewards on merit with full potential and honesty. To be a part of a working team for the benefits of the organization by imparting my knowledge, skill and efforts so as to accomplish its common objectives.
I welcome the opportunity to meet you in person in order to further discuss my qualifications and your job requirement at your convenient time.

PROFESSIONAL EXPERIENCE

· Radisson Blu Dubai Marina

          Organization Type: Hospitality.

          Location: Dubai, UAE
Tenure: Feb2012-Present

          Designation: Guest service Agent. (Shift Leader) 
Duties and Responsibilities:

· Welcome executive Guests on arrival and assist them during their stay dealing efficiently with enquiries and any complaints

· Assist guests with the check in, and check out procedures as well as cashiering responsibilities
· Ensure that all Guest supplies and amenities are offered and replenished to the required standards

· Stay current with all hotel services as well as VIP requests and special events

· Demonstrate a knowledge of external locations, attractions and landmarks in the vicinity

· Project a professional manner with an emphasis on hospitality and Guest service

· Comply with Hotel security, fire regulations and all health and safety legislation

· Execute tasks as instructed by the Executive Lounge Supervisor or Manager

· Serve my role and Team in an environmentally-conscience manner

· Manage incoming mail and correspondence
· Develop and maintain an efficient filing system
· Assist other departments with administration and document control
· Plan and prepare for meetings and conference
· Ensure applicable system updates, reports generation and record keeping in a timely and accurate manner.
· Meet and greet clients in a professional courteous manner
· Undertake marketing campaigns
· Organising stationary orders and relationships with the guest
· Assist the staff where necessary and handle any issues that arise in the office
· General Administrative duties such as filing, printing, organisation, calendar management
· Responsible to derive contracts prices after getting guidance from the contracts manager
· Provide support & feedback to the contracts manager to offer attractive contracts which ensure increased sales & profitability.
· Ensure contracts processing is completed yearly correctly & timely and hand over to the reservations department.
· Daily basis report to CID 
· Daily basis& Monthly report to the DTCM
· Aly Youssef Foundation 

Organization Type: Construction &Decoration industry
          Location: Egypt, Alexandria
Tenure: Jan 2004 - Jan2012
          Designation: lawyer at Legal Affairs department

Duties and Responsibilities

· Manger of Legal Affairs at the Youssef Foundation for Construction & Decoration
· Provide compliant and business oriented legal advice on the various aspects of business.
· Draft and review contracts from business development & licensing to sourcing; align with other leading financial company ensuring financial Legal Standards are followed in the areas of responsibility. 

· Support business with legal advice and coordination in all kinds of audits 

· Provide support to ensure all actions and arrangements meet legal and regulatory obligations and high standards of conduct in their businesses in accordance with compliance standards. 

· Keep the management informed on legislation and regulations and other important legal matters, any changes and update that could impact the company's business. 

· Handle various disputes and manage external lawyers. 

· Assist with other legal matters, such as special projects, deal negotiation, company incorporation, etc. whenever necessary.
· Responsible for all the company's contracts and follow-up collection of extracts from financial customers &suppliers 

· All issues of the company's insurance and taxes

· Reporting monthly and annual tax and dealing with all the interests of the tax in respect of the affairs of the company.

· The establishment of companies and redeem all matters relating to The establishment of their such as file tax, registration etc.

· Represent the company in courts, police stations, opening cases, banks etc.

· Dealing with all government agencies of all kinds. 

· The establishment of construction contracts and real estate contracts.

· Construction dispute resolution, Experience of argument on behalf of a contractor Customs Clearance of the Maritime shipping in Arab Supplies Corporation, procurement contracting.

· Vodafone company

Organization Type: Telecom Company

          Location: Egypt, Alexandria
          Tenure: Oct 2002- Dec 2003

          Designation: Gustomer service Agent.

Duties and Responsibilities

· Responsible for coordinating customers requirements to survey and quoting department.

· Responsible for all sales that are not assigned to a sales person or agent booking.

· . Answer phone calls and act as the initial point of contact for the customer.

· Take responsibility for managing customer care enquiries and complaints

· Follow up on quotations, answering customer queries, advising on additional products to cross sell.

· Follow up on quotations, answering customer queries, advising on additional products to cross sell.

· Compile and complete relevant information in order to facilitate a quote

· Work closely with the surveyor and quoters to respond to all customers enquiries.

· Follow up on complaints, investigate and write initial response letters to customer complaints, feeding back to relevant staff to ensure action is taken and quality is improved. Show initiative, investigate, take accountability and work unsupervised.

·  Train new recruits and identify trends and training needs for Move One staff.
QUALIFICATION:

Alexandria university 2002

Holds certificate of bachelor from the faculty of Law university of Alexandria.
Faculty of commerce ( ICDL)2006

International Computer Driving Licensefrom the Faculty of Commerce - Alexandria

University.

Eton institute Hospitality Course  Septemper2012

Certificate of Recognition from Radissonblu Hotel for delivering a great service May2014.
Training and Achievements

· Successfully Completed “Security Awareness Training Course for Hospitality Industry” Conducted by Dubai Police Department and Scotland Yard London.  May 2013

· Successfully Completed “Fire Safety” Training.

· Successfully Completed Revenue management Training.2012

· Successfully Completed  hotel reservations 2012.

· Successfully Completed “Leading YES I Can!” For Radisson Blu.

· Successfully Completed Data Privacy and Security Awareness Training.

· Active member of Responsible business group. 
· Empolyee of the month 2013
Skills and Competencies
	Core/Professional

· Guest service and Handling of accounts

· Expertise in PMS opera ver. 5.0 express ver. 4.0 and Micros

· Knowledge of hotel and its divisions

· Familiar with classification of hotel

· Understand front office terminologies

· Effectively and efficiently complaint handling

· Customer care and satisfaction

· adaptable team player and able to cope with demanding situations

· Effective Communication
· achieve professional

	General Competencies

· Coordinate with departments and colleagues

· Initiate and implement operational activities

· Follow health, safety, and security procedures

· Ability to starch working hours with professional output.  

· Communication and networking

· Developed and strict on personal career plan,organized, self-motivated, confident, ambitious and  Planning for Business 
· Drive for business




Language Skills:

English:Fluent 

Arabic Mother Tong.

Computer  Skills:

International Computer Driving Licensefrom the Faculty of Commerce University of  Alexandria.
· Windows Xp,7, 8 
· MS-Office.

· Outlook

· Internet (Attachment, Browsing, Mailing etc)

· Applications & Software

· Printing, Scanning, Composing. 

· Data base handling.

References will be furnished upon Request

