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Personal                  Marital satus  : single  
informatio n:             Nationality     : Tunisian
                                      Date of Birth  :  21th Of June 1983                                 

                                      Place of Birth : Tunisia  

 Languages      : Arabic : Mother Tongue   

                                                               English: Excellent written & spoken
                                                               Frensh : excellent written & spoken
PROFILE

I am a self-motivated, loyal and sincere with sound professional profile. My profile is substantiated by qualifications, work experience and strong professional skills. I am confident that I can bring all my qualities in and do well above your expectations.

EDUCATIONAL QUALIFICATION
· Degree/Course/Institution:  Master degree in Finance and business     establishment (TUNISIA) 2010

· Degree/Course/ Institution:  Degree in Finance (TUNISIA) 2008
· Degree/Course/Institution: Bachelor degree in economics and    management sciences (Tunis, TUNIS )  2002             
· Certificate in Business English Level 2B – AMIDEAST Tunis – Tunisia
Computer Skills:

                         Professional user for, windows XP/ 2000 /98 etc…
                            Professional user for MS Office XP (Word, Excel and Power Point), Internet Explorer.

Experience:           
(UAE): 
Front Office  Supervisor
PARK REGIS KRIS KIN HOTEL DUBAI (5 Star)
   Mars 2013 - Present
· Delivering the highest level of Customer Service at all time  at all customer touch points
· Handling and controlling all front office activities

· Receiving guests at the lobby in a professional and friendly manner, satisfy guest expectations from arrival through to departure

· Maintaining effective communication with all relates departments to ensure smooth service delivery
· Informing all departments about arrivals for the day (like VIPs)to take necessary actions

· Handling group arrivals and payment details.

· Attending reservation queries and replying mails

· Keeping track of events and giving availability and rate according to the market trend
· Checking daily registration cards to verify rate and other information feed in the system is correct

· Verify cash closing up on end of the shift

· Checking for the next day arrival for any special instruction and request to be follow
· Supervise existing customer service representative to ensure in all aspects of their work are of the highest standard
· Liaise with sales team on order status and progress 
· Check-in and Check-out standard procedure
· Administer all reservations, cancellations and no-shows, in line with company policy
· Coordinating with other departments to ensure that guest's needs are met.

· Conduct regular security checks throughout the day and report any security issues to line manager.
· Handling complaints and queries and ensure that they are met.
· Provide reports, as required, for housekeepers and management.
· Ensure that the Police Report is complete and tally with the in-house list as well as updating the Arabic Online report is also done.
 Audior (Reliever) 

· Room rate variance reports are verified and a sample of variance is investigated on daily Basis.   

· Through checking the revenue reductions, discounts and transfers of both hotel’s rooms and outlets, assure that the daily Revenue Report is correct and accurate.

·  Verify all the Room rates and align with contract.

·  Reconciling PMS versus POS, balance sheet accounts (Tips, Third party payments etc) and Credit card transactions to ensure reported transactions are true and accurate.

·  Verifying the night auditor transitions all are accordingly to the company standards.

·  Preparation of Bank reconciliation on weekly basis and the final reconciliation on or before 5th of every month. Submit the weekly reconciliations for AFC’s review

· Verify the Daily Banking from General Cashier and generate the Final 

· Banking Report and forward along with all the backups to DOF for approval.  Prepare the cash excess/shortage report on a weekly basis for DOF review and maintain a permanent record of the monthly reports signed by DOF 

· On a daily basis preparing the room up grade loss report, room’s statistical report and review of no-show, High Balance, room discrepancy report, rate analysis report, adjustment and correction report. 

· Bring to the attention of the Director of Finance or the General Manager any irregular business transactions or unethical behaviour that may be 

· observed during the course of employment at the Hotel. Be aware of and maintain the Finance Code of Ethics at all times.

· Maintain confidentiality of all job related transactions handled during the course of performing day to day duties.

· Carry out any other duties assigned by the Assistant Financial Controller or the Director of Finance.

· Check any or all checked-out guests registration cards, making sure all guests checked-out are recorded in system

·  Room status discrepancies between Front Office and House Keeping are investigated.
·  Ensure the accuracy of the charges to the guest folios. 

· Ensure that the sum of revenues due to accounts receivable from the various departments (i.e. Food & Beverage, Rooms, etc) found on the department control sheets equals the sum of the charges made to the guest folios.

·  Ensure all House use and complimentary rooms have the prior approval of GM or his designee and are filed with income audit. 

· Ensure all rebates and Paid outs has Guest signature and are approved by the Front Office Manager.

·  Ensure all PM and PF folios in the OPERA PMS are checked and cleared daily.

·  Ensure total credit card amount posted in the PMS/POS is balancing to the Actual amount purchase.

 Front Desk Agent Account clerk
                                                              Company

            :   SOCOOPEC 

                                                               Year


:  2011 to 2013
· Handle and resolve customer request

· Identify research and resolve customer issues.

· Follow-up on customer inquires not immediately resolved.

· Explain bill to customer.

· Explain new offers of Company

· Route calls to appropriate departments

· Complete call report.
· Reconciled bank statements by comparing statements with general ledger.
· Maintains accounting databases by entering data into the computer; processing backups.
· Verified financial reports by running performance analysis software program.
· Checks other people's works to make sure that their final figures are correct, noting Errors and the causes of any miscalculations.

· Calculate, prepare and issue documents related to accounts such as bills, Payable, purchase orders, check s, invoices, check requisitions, and bank  statements
· Compile budget data and documents based on estimated revenues and expenses and previous budgets

· Prepare period or cost statements for reports
Awards:
· Management Excellence Award for Front Office Team 2015

· Employee of the Month on November 2015
· Nominee for Employee of the Year 2015 

· Top Up seller of the months Mars , June, July August, September and December 2015
· Top Up seller of the Year 2015 for Front Office Team  142000 AED Revenue generated
 Training Courses:

                                     Account Department:, Income Audit and Nigh Audit at PRKK Dubai
                            Banque Du sud : Finance  

                         Customer Awareness Training, 
                         Course in basic fire fighting and safety protection.
                         TSA Training (Hotel training Solutions to Maximize Revenues).
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