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KAREEM CV No 1554738
Objective: Seeking a position as a hotel receptionist where excellent customer service and hospitality skills can be utilized to improve the hotel’s profitability.
QUALIFICATIONS SUMMARY
• 4 years’  working  experience in a reception and front desk roles in gulf country
· Native Arabic speaker 
· Positive nature with exceptional telephone etiquette 
· Demonstrated capability of greeting guests with a smile, providing information and arranging reservations in timely manner 
· Adept at helping guests with baggage storage, storing valuables, ordering taxis and reserving tables 
WORKING EXPERIENCE
Hotel Receptionist
Aryana Hotel – Buraimi, Sultanate of Oman
November 2013 – November 2015
Hotel Receptionist
Al Salam Hotel - Buraimi, Sultanate of Oman
November 2011- November 2013
Duties and responsibilities:
· Received guests on arrival with great courtesy 
· Efficiently deal with check-in and out of guests 
· Managed room reservation using a computerized reservation system. 
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· Deal with all enquiries in a professional and courteous manner, in person, on the telephone or via e-mail 
· Keep up to date with current promotions and hotel pricing, to provide information to guests, on request, while maximizing bedroom sales opportunities 
· Processed guests’ visa application 
· Fulfilled all reasonable requests from guests to ensure their comfort, satisfaction and safety 
· Reported any maintenance issues immediately to line manager, including all furniture, fittings and equipment 
EDUCATION
· Advanced diploma in commercial technical system five years ;Social insurance division – 2007.(Smouha commercial advanced school). 
SKILLS
· Excellent personal presentation and interpersonal skills 
· Passion for exceptional customer service 
· Profound ability to ensure that the highest standards of hospitality are established 
· Multi-lingual – Arabic and English 
· Highly skilled in handling multiple guests simultaneously 
· In-depth knowledge of general facilities and services of the hotel 
· Able to multi-task effectively 
COMPUTER EXPERTISE
•Excellent knowledge in internet (browsing, mailing, uploading and downloading).
· MS Office Suite 
· Hotel property management systems - Inspire inn (hotel management system) 
PERSONAL DATA
	Marital Status
	:
	Single

	Nationality
	:
	Egyptian

	Military status :
	Finished

	Religion
	:
	Islam

	Language
	:
	Arabic, English


Certificates are available upon request.
[image: image3.jpg]



[image: image4.jpg]


