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OBJECTIVES
Objective: To join a progressive organization that can provide me with a long -range challenges, responsibility and professional growth. 

QUALIFICATIONS& EXPERIENCE SYONOPSIS
· ZIYANIDE HOTEL, TLEMCEN (ALGERIA)
Position: Guest Service Agent 
Duties & Responsibilities:

* Communicate with customers and welcome them. 

* Follow up with customer service / agency as required. 

* Gradually receive training on all the services to implement the comprehensive role of Universal employee 

* Work on covering any vacant position in the event of employee absence. 

* Understand and learn the nature of the other sections in the centre and contact them in an efficient manner 

* Receive applications from the public and ensure the required service and required documents are in the system. 

* Identify the presence of new services at the centre 

* Deliver transactions after entered into the system / delivery to the concerned department 

* Receipt of fees for services provided in the Centre. 

* Care to match the daily statements of the amounts received financial 

* Explain how to use the system to the customer feedback 

* Capable of handling any emergency situation with the customers 

* Participate in proposals that would develop the center and improve its services 

* Capable of dealing with disasters (fires, earthquake, etc.) 

* Capable of dealing with people with special needs and elderly citizens 

* Respond to inquiries made by customer that are related to procedure and services 

* Raise customer needs and concerns to Reception Hall or Customer Service Centre Director. 

* Perform other related duties and responsibilities associated with the position. 

· AL MASSOOD GROUP OF COMPANIES (Tlemcen, Algeria)
Position: Sales Assistant(Shoe shop)
Duties & Responsibilities:
· Customer service

· Display supervision /Merchandise the windows 

· Handle deliveries and transfer of products

· Generate daily sales reports 

EDUCATION

· High school diploma
· Central military administration certificate
· Personal sporttrainercertificate
LANGUAGES & SKILLS
Language Skills:
· Fluency in both spoken and written English, Arabic and French.
Computer Skills:

· Diploma in Computer Applications Graphic Design, Algeria (2002) – Graphic Design (Illustrator,    Corel Draw, Page Maker, Photo Shop and Quark Express)
· Excellent operating knowledge of Internet & MS office (Word, Excel, PowerPoint)
InterpersonalSkills:
· Excellent communication,team work, organizing and planning skills.
PERSONAL DATA
Date of Birth
: 18-09-1983
Nationality
: Algerian
Marital Status
:Married 





Gender
: Male

Driving License:International 
LEISURE


· Swimming

· Gym  

· Reading books
Note: I have visit visa in Dubai [image: image1.png]




