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Job Objective: To enhance my skills and further my career by filling the position of Assistant Front Office Manager in a well-established organization.
Professional Experience
Hotel & Towers, Dubai, UAE  
Duty Manager (in charge of 36 team members)
March 2014 - Present - Joined during hotel pre-opening period, responsible for coaching Guest Relation Team and setting up Reception Desk
· Taking the lead of Star Push - internal Up Selling program, managed to increase 1.21% of the total room revenue of 2014. ( started from August,2014 only) 
· In charge of Guest Experience Index, review online survey and guest comments card on a daily basis, respond to the guests and discuss with the team members accordingly, managed to close the year of 2014 with the score of 8.82 (the Goal was 8.7) 
· Being the first contact of any guest complaints and taking personal responsibility, monitor guest requests and maintain customer satisfaction. 
· Ensure compliance to all hotel cashier and credit policies 
· Hire and interview various personnel together with front office manager for guest services staff 
· Train and develop Front Desk Agents, prepare a shift briefing to communicate activities and special information 
· Assign, coordinate and manage work activities of Front Desk Agents 
· Review daily arrivals, identify potential problems with rooms’ activity and take appropriate action, organize VIP arrivals amenities, welcome letters and room Assignment 
Xindao International Hotel , Hubei, China   728 rooms(www.xindaohotel.com)
Front Office Manager (in charge of 28 team members)
May 2013 - Jan 2014 - Organize and manage the day-to-day operations of Front Office, ensure a high level of customer service is adhered to and maintained
· Manage pricing and rooms inventory, as well as investigate competition pricing structure to maximize room revenue 
· Developed and Implemented the Daily English Training for all the members of Front Office 
· Conduct regular monthly meetings with members of Front Office to address current initiatives, projects and long term goals 
· Recruit, hire, train and retain associates for all supervised departments 
· Monitor guest satisfaction processes, and respond to guest concerns and inquiries 
· Ensure that all accounting transaction and cash handling procedures are in compliance 
Le Meridien Mina Seyahi Beach Resort & Marina,Dubai, UAE  220 rooms (www.starwoodhotels.com/lemeridien)
Front Office Team Leader (in charge of 26 team members)
March 2011 - April 2013 - Supervise and coordinate all activities at the Reception, Guest Relations and Info Center to ensure personalized service throughout the guest’s stay, ensure a high standard of quality experience at all times
· Develop monthly training items to foster development and cross training with other departments. Responsibility to train new and current staff on all existing and new Standard Operating Procedures as well as brand standards 
· Lead by example, display behaviors which reflect the desired work norms and values, Share experience with team members on the job; help colleagues to reach the service target 
· Assure that all Front Office receptionists are continually updated of hotel rates, packages and discounts to appropriately handle guest inquires 
· Assisting in the closure of the hotel for refurbishment as well as being part of the hotel pre-opening team in 2013 
The Westin, Dubai, UAE 294 rooms(www.starwoodhotels.com/westin)
Front Office Agent
Oct 2009 - Feb 2011 - Check daily reservations, coordinate with housekeeping department to allocate rooms for the day’s arrival
· Receive guests in a professional and friendly manner, satisfy guest expectations from arrival through departure 
· Monitor all phone calls and answer inquiries such as availability and promotions 
· Contact housekeeping or maintenance staff when guests report problems 
· Ensure all guests needs is attended 
	Languages
	
	
	Education

	
	Written
	Spoken
	Hubei University of China (Sep2004 --- 2007)

	Mandarin
	Mother Tongue
	Mother Tongue
	Associate degree of Tourism & Hotel Management

	English
	Fluent
	Fluent
	


	Personal Vitae
	
	

	Nationality : Chinese
	Gender : Male
	Height : 180cm

	Date of birth : 17/12/1983
	Marital Status : Married


References are available upon request
