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| Front Desk Executive
	Objective
	
	Obtain a position in the lodging industry with a special interest in the front office operation or events management.

	Skills & Abilities
	
	· A high-energy, enthusiastic and dependable individual who excels in challenging and competitive environments.
· Positive and confident personality blended with a strong work ethic and careful attention to detail.
· Recognized for powerful communication skills while being able to coordinate multiple projects, along with shifting to cover a multitude of positions as needed.
· Readily accept new challenges, facing them in a capable and professional manner.

	Experience
	
	SENIOR Front Office Executive+NIGHT AUDITOR | tuliP  hotel apartments | dubai – u.a.e 

2012 till now
Duties & Responsibilities:

· Welcome and register guests and offer them services and room rates

· Handle guest check in and checkouts professionally and in a welcoming and specialized manner

· Issue room key and forward instructions to Bell Person

· Make changes and confirm reservations by means of the Lodging Management Systems

· Keep records of room availability and guests’ accounts

· Post charges of food, room, liquor and telephone and all types of transactions to system and   manual ledger

· Maintain the hotel’s high standard of service and hospitality

· Provide the maximum quality of service to the guests

· Verify that all updated reports have been run

· Date stamp, arrange, and track incoming mail

· Full control on reservation & booking.

· Capable to sale rooms at good price on phone call & for walk-in guest.

· Handle phone calls & transfer to guest and other departments with professional skills.

· Arranging pickups and drops from airport on daily basis.

· Best in receivable (collection of high bills)

· Preparing invoices & Performa invoices (companies / travel agencies)

· Prepare DTCM report (Department of Tourism & Commerce Marketing) on daily basis.

· Sending police report incase of unavailability of a responsible person.

· Documentation & filing of complete shift work.

· Fully command on DTCM checkin,checkout room transfer etc.

· Give training as a teacher for new hired staff.

· Night Audit ( day closing )

Specialist:
(1) Groups check-in & check-out

(2) Night audit

(3) DTCM adjustment

(4) training instructor
Front Office Executive | tulip creek hotel apartments | dubai – u.a.e 
2011 to 2012

Duties & Responsibilities:
· Handles and manages all customer relation activities 

· Attends incoming and outgoing phone calls 

· Welcomes and greets guest and customers entering and leaving the hotel premises 

· Arranges halls for meetings and seminars 

· Attends and solves issues related with service and other general questions or concerns 

· Maintains proper record of all administrative tasks on a weekly basis 

guest relation officer | mehran hotel | karachi – pakistan 

2010 to 2011 
Duties and responsibilities include:

 
Daily Airport Pick Up In room check in process; Group airport pick up and on bus check in process; Daily arrival VIP room assignment and welcome amenities preparation; Daily arrival guest Marriott reward memberships pre-check and management; Daily in house guests' birthday amenities arrangement; Daily lobby visibility; Create relationship with guests and push GSS score; Maximize MRW program enrollment; Coordinate with both internal and external customers; Provide information service and up-sell hotel outlets; handle basic guest complain and solve problems,

	Education
	
	* B.COM (graduation) 2010:


University Of Karachi  (Karachi, Pakistan) 
* F.SC (intermediate) 2008: 


Govt. Islamia Science college (Karachi, Pakistan)

* H.SC (matriculation) 2005:


Saqib Children Secondary School (Karachi, Pakistan)

	TECHNICAL ACHIEVEMENTS
	
	1) Fortune Next 6i ( IDS ): 
Reservation / booking/ Check-in/Check-out/All kinds of transactions 

2) Microsoft Office:

(Ms. Word, Ms. Excel, Power point)

4) Graphics:
 Corel-Draw/Macromedia Freehand/Adobe Photoshop/Flash MX

5) Internet:

Browsing/E-mail/Downloading


	Communication
	
	· Exceptional interpersonal and communication skills
· Ability to stand long hours at the front desk counter
· Good time management skills
· Customer oriented telephone etiquette

	Personal date
	
	DATE OF BIRTH:
24th JAN 1986

MARITAL STATUS:

MARRIED

RELEGION:

ISLAM

NATIONALITY:
PAKISTANI


