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Personal Details

Name:  Eva 
Profile

As a skilled worker I am able to adapt quickly and efficiently to my work environment. My exceptional interpersonal skills have enabled me to integrate with my colleagues and customers to develop valuable friendship. I am positive and keen tosucceed; I pick up skills quickly and apply them successfully through both the use of initiative and ability to comprehend instructions. I am an effective communicator who will inspire confidence in any employer.Able to work efficiently and independently with minimal supervision. Friendly, outgoing and approachable. Customer service oriented. 

Area of Experience& Exposure
Armani hotel and Resorts (EMAAR Hospitality)
Dubai, United Arab Emirates

Order taker 
July 2014 – Feb 2016

As a housekeeping order taker I am responsible for handling all communication in and out of the housekeeping office to ensure a smooth running of the department and this includes:
Safe keep, record and collect all keys and papers held within the housekeeping office.
 Ensure the sorting of all daily reports in the housekeeping office. 

Answer phone promptly following proper telephone etiquette as training and per the standards and recording all incoming calls ensuring all messages are disseminated and followed up accordingly. 
Handling allissues pertaining to lost and found by receiving, recording, storing, claiming and clearing. 
Updatingand maintaining all housekeeping files, printing out the opera system for the discrepancy report by morning and afternoon and ensuring to submit a copy to front office.
Keep and maintain the cleanliness and tidiness of housekeeping office by clearing all out dated reports on a monthly basis according to the hotel standards for record keeping. 
Checking all arrivals for the day, their profiles and traces needed to be checked and notify the runner.

Review group arrivals if any, making sure that the rooms are ready an hour before and inform the supervisor regarding this room. 
Writing down in the order taker logbook all hand over, early arrivals if any traces are done and any important messages or information needed to be passed before the end of the shift 

Preparing all the daily attendance sheet for the next day making sure by printing out the housekeeping detailed report and filing it.
 Forwarding the calls to the operator and handing over the follow up and duty mobile to the next shift
Armani Hotel Dubai (EMAAR HOSPITALITY)
Dubai, United Arab Emirates
Room Attendant                         June2012- July 2014
As a room attendant I was responsible for replenishing the towels, making the bed, run the vacuum, empty the trash and change amenities used by the guest in the room. 
After the guest checks out I was responsible for preparing the room for the next guest checking in by vacuuming the floors and changing the curtains and linens, dusting surfaces, cleaning the mirrors and fixtures and washing windows. 

Checking the inventory of room furniture after guest departs, advising the supervisors if anything is missing or damaged and turning in anything that has been left by the guest and reporting to security for lost and found. 
Completing reports and any other duties as assigned, initiate and monitor shift check list for proper completion of shifts and responsibilities, ensures a perfect guest engagement and top level of service 
Dubai International Airport 
Emirates Flight Catering
Team Leader, Flight Preparation                March 2011 – May 2012
Responsible for food preparations of different aircrafts that pass by Dubai International Airport.
Prepare aircraft in a timely manner according to the airlines menu specifications. 
Ensure at all times that food items are correctly stored in accordance to the hygienic standard equipment packing by wearing protective equipment like gloves, hair nets and protective shoes when preparing the food and when dealing with heavy loading.
Responsible for maintaining discipline in time management and anorganized teamwork
Dubai International Airport 

Emirates Flight Catering 







Guest Services attendant, Team Leader                        October’2008- February2009
Responsible forchecking cleanliness, organizing and restocking the guest rooms and the lounge in first and business class and other lounges in the airport.
Checking if the counters are dusted polished and wall hangings are cleaned and well done, ensuring the trashcans are emptied, the carpets are vacuumed, scrubbing and washing hard surface floors and polishing the windows.
Working in team with the support of the supervisors in maintaining thelounge safety by alerting any maintenance that need to be done.
Making sure employees have ample material to perform jobs quickly and efficiently, enforcing the rules and regulations break, lunches and allocating work for the day. 
Responsible for doing a complete paperwork on daily activities, employee’s progress and needed supplies, making a daily report of employees, tardiness and absences.
Enhancing politeness, professional work at all times making sure everything is organized before handing over to the next shift.
Achievements
· Computer literate. Excellent in Microsoft office,Excel, PowerPoint ,words, Opera PMS V.5,Out look 
· Enthusiastic, reliable and result oriented with a clear vision coupled with great analysis skills who value both excellence and high standards and have strong sense of team work.
· Excellent interpersonal skills and communication skills.
· Ability to multi-task and prioritize for the benefit of quality service.
· Great attention for details and work under pressure in a fast paced environment.
· Good knowledge of food and beverage.

· Best room Attendant of the month 2014.
· Two times Smile of the Month 2013 and 2014.
· Best supporting staff of the month of July 2015. 
Trainings
2006-2007:Certificate in food and beverage skills and guest relations, Paragon Hospitality Training collage.
2008:Emirates Flight Catering, Elementary food hygiene, safety and food hygiene training-Scotland
2010:Aviation security Awareness.
2012: Team Leader –Certificate in food and beverage production-Dubai international airport.
2013: Retail Attendant-Armani products (chocolates, perfumes, flowers and Haute Couture)

2014: Order taker –Housekeeping Armani Hotel Dubai.
2015: Housekeeping supervisor.
2015: Lifestyle-Telephone operator
Interest and Activities
Travelling, Reading, VoluntaryWork, Badminton, Socializing, Listening to music and fashion interest 
References
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