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DAVID 

CURRICULUM VITAE
               DAVID 
           GUEST SERVICES EXECUTIVE 

david.331468@2freemail.com 
Visa status – Visit Visa

I am an organized and natural leader with ability to communicate in all level of influence and transform base on factual evidence. Highly productive in fast moving environment and maintain positive attitude in situation of stress and conflict. I have a wide range of skills, experiences and personal characteristics to meet the challenges of business. 
Willing to relocate: Anywhere 
COMPENTECIES:

· Communication and language skills: I have excellent speaking and writing skills in both Swahili and English languages. I am a good public speaker and a good listener.

· Leadership skills – I provide an opportunity for all, prioritizing the best, appreciating the upcoming and ensuring systems at work are adhered to.

· Team player – Always aiming to relate and work very well with my colleagues towards achievement of set goals.

· Service delivery – Competent and dedicated in ensuring delivery of quality in services delivery in all my endeavors.

           WORK EXPERIENCE:
GUEST SERVICES EXECUTIVE 
THE PALACE DOWN TOWN (Emaar Hospitality) - Dubai, AE - 2014 – 2016
 MAIN DUTIES:
· Always keep the working area clean & well maintained. 
· Properly uses telephone etiquette as per the set standards.
· Takes full responsibility for all operating equipment and working tools.
· Have a full and comprehensive knowledge of the Hotel, including all departments, services outlets and Dubai in general.
· Ensures that the establishment is manned and operationally prepared and stocked at all times. 
· Attend all guests approaching Front desk in the procedure of Check-In/Check-out, inquiries, key handling and all related matters as per set standards.
· Offers a warm welcome to all guests and ensure that they enjoy their stay by offering      personalized service.
· Aware and report all guests comments or complaints.
· Aware of all VIP guests Visiting or staying in the hotel.
· Maintains an accurate guest history and to pre-register all recurring guests.
· Check the arrival lists and block all rooms according to guest's requests and needs as advised by Front Office Manager.
· Ensure that all assigned and blocked rooms requiring special set-ups are accurately displayed in the PMS and available to the Housekeeping and other departments in due time.
· Properly follow all CID and Local government requirements concerning Hotel guests and files.
· Do proper cashier closure and ensures a complete handover between the shifts
· Aware of forged currency and travellers checks and respect all the financial and audit procedures.
· Check the departure lists and ensure check-out times are respected.
· Monitor status and discrepancies
· Aware of all hotel facilities, operating timing, and promote the internal activities & events
· Upsell rooms, food and beverage outlets and other facilities whenever opportunities arise
· Updated with the latest administrative, organizational, operational or other changes and news.
· Updated with the competitors' offerings and rates. 
· Liaise closely with the Sales and reservations on rate management.
· Attend daily line up briefing with the front office Team, to recapitulate tasks and activities.
· Maintains an atmosphere of high morale and a happy working relationship among the team. 

· Provide friendly, courteous and professional service at all times
· Attend trainings and meetings as and when required
· Flexible and extend job duties to carry out any other reasonable duties and responsibilities within the job capability as assigned to meet business demands and guest service needs. 
GUEST SERVICES EXECUTIVE SUPERVISOR 
DAR AL MASYAF (Madinat Jumeirah) - DUBAI, AE - 2006 - 2013 
MAIN DUTIES:
· Continual source of information, help and assistance to all guests
· Maintain & protect the privacy and security of in-house guests. 
· Co-ordinates all operations in order to exceed guest expectations.
· Takes full responsibility for all operating equipment and working tools.
· Have a full and comprehensive knowledge of the Hotel, including all departments, services and outlets.
· Ensures that the establishment is manned and operationally prepared and stocked at all times.
· Ensures that working premises are kept clean, well equipped, and all necessary forms are kept up-to-date in accordance with the respective laws.
· Provides advice, guidance and support to the team in all areas of Training, Quality & Development.
· Evaluates operations in order to identify training needs.
· Liaises closely with Front Office, Housekeeping, Concierge, Spa and F& B Departments, Private Dinning and Stewarding.
· Follows the training plan, calendar and monitors the attendance of the trainees.
· Responsible for ensuring that each colleague in the Department gets their minimum average training hours per month/quarter by developing sufficient training sessions and on the job training that satisfy identified operational needs.
· Ensures the professional and timely communication of training information to relevant colleagues. 
· Fully responsible for all the on the job trainings and trainings that are carried out during the briefings, to ensure the same can be applied wherever necessary. 
· Fully aware of all updated Guest History Files.
· Ensures a full and complete shift hand over.
· Prepares Duty Rosters for all receptionists in close coordination with the respective Duty manager in accordance with staffing and seasonal requirements to meet business needs.
· I am directly responsible for the Productivity and functioning Individual KRA (Key responsibility area) 
· Updates regularly and maintains a constant check Butlers' punctuality using the Time Check System. 
· Carries out trainings in the department. 
· Attends and actively participates in meetings or trainings to develop the Company's Vision, Guiding Principles, Hallmarks and the Mission Statement. 
· Actively presents new ideas and concepts to relevant Management for possible inclusion and adaptation in future training. 
· Ensures that all employees within the Team follow safety rules and procedures.
· Takes corrective action when required to improve safety of work areas. 
· Regularly inspects the Sun downer Service to ensure that set Standards are being followed.
· Maintains a high level of communication and feedback within the department.
· Continually proactive within all areas of operation. 
· Identifies and anticipates guests' needs and requirements. 
· Abides by all policies and procedures as stated in the department's SOP Manual.
· Co-ordinates and liaises with all the Butlers at all times, delegating responsibilities and ensuring continual communication and feedback. 
· Maintains an open line of communication and liaises constantly with the Duty Manager, Assistant Manager and Operations Manager.
· Establishes and maintains seamless interaction, co-operation and communication with all Front Office Operation teams and other Hotel Departments. 
· Provides support and assistance to all other Liaising and coordinating departments.
· I have full understanding and fully knowledgeable of all in-room/suite services, amenities and functions. 

· I am fully proficient and knowledgeable with the Hotel Operating System (Fidelio/Opera) and Point of Sale (Micros).
· Ensures that the Credit Check Report is made on a daily basis
· Continually checks all public areas in and around the Summer Houses. 
· I immediately actions all special guest requirements and requests.
· Conducts daily standard and quality checks.
· Builds a rapport with the in-house guests and maintains interaction in Order to facilitate guest recognition and obtain information regarding their preferences. 
· Up sells all rooms, suites and outlets throughout the establishment.
· Employs discipline as required utilizing consistency, fairness and respect within the framework of established guidelines. 
· Utilizes leadership skills and motivation techniques in order to maximize employee productivity. 
· Keeps the immediate supervisor promptly and fully informed of all problems or unusual matters of significance.
· Maintains open line of communication and co-ordinates with related departments to ensure customer requests and complaints are handled effectively and efficiently. 
· Abides by all Hotel and Company policies and procedures.
· Adheres to all Hotel Health and Safety Policies.
· Raises requests for all necessary operating stock when necessary.
· Reports any Maintenance Faults according to stated procedures.
· Makes and recommends to Senior Management any suggestions and ideas that could enhance guest and staff satisfaction and quality of service.
· Performs other duties and responsibilities as assigned by Senior Management. 
WAITER 
GRAND REGENCY HOTEL – KENYA - 2000 - 2006 
MAIN DUTIES: 
· Maintains the highest standard in relation to personal grooming and self-presentation. 
· Welcomes and sit the guests in the restaurant 
· Have a full and comprehensive knowledge of food and beverage Menu
· Food and beverage order taking and service according to the company's 
established standards.
· Prepares and serve different types of special tea and coffee 
· Recognizes our repeat guest by welcoming them back, acknowledging them by names

· and providing service of high quality
· Fully aware of the daily promotions and menu items
· Maintains good working relationship with Colleagues and other departments
· Maintains cleanliness and ensuring that all tables are cleared immediately and newly set for service
· Provides a friendly, courteous and professional service always. 
· Prepares guest bills through microcomputer and charge accordingly.
· Handles food and beverage closing stock. 
EDUCATION:
Diploma in Business Communication 
KENYA UTALII COLLEGE 
1996 – 1998
 Kenya Certificate of Secondary Education

 St Cyprian Boys High School and attained 
1993 – 1996
Kenya Certificate of Primary Education 
Kinoru Primary School and attained 
1985 - 1992 
SKILLS:
Excel, MICROSOFT ACCESS, Ms Access, MS Excel, Opera 
ADDITIONAL INFORMATION 
Good interpersonal and communication skills, 
Ability to work for long hours with minimum or without supervision,

Multi-tasking,
Excellent team player, quick learner and coordination abilities,
COMPUTER SKILLS and HOSPITALLITY PACKAGES: 
Fidelio 6.20 Version, Fidelio micros, Opera System, and micros, MS Word/ MS Excel/ Ms Access.
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