[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!





MAUREEN

CAREER OBJECTIVE

· To achieve a high level of proficiency in my career in the services industry.
SUMMARY OF QUALIFICATIONS
I am a self motivated individual, who is confident, reliable, responsible and hard working. I am able to use my own initiative and work as part of a team. I have proven leadership skills including managing and motivating other team members to achieve company objective.

PERSONAL DATA
Full Name: 


MAUREEN
Date Of Birth: 

              13th October 1983
Gender: 


Female
Visa Status                                        Employment (Free Zone Visa) 
Nationality
Kenyan
PROFESSIONAL WORK HISTORY
Company  The Hotel (Current )
Position    Reception/Telephone Operator Team Leader

Responsibilities and Achievemen
· Handling incoming faxes, C.I.D reports and handing over to the right department or guest

· Checking of all incoming and outgoing lines in the hotel if they are working

· Checking in and checking out the guest in the hotel in a warmful, helpful, wonderful and professional way leaving guest happy
· Doing hotel booking through the phone, E-mails and at the front desk
· Printing flash report and sending to various department

· Handling of all the paper works at the front desk
· Updating of the board by writing cash basis, and confidential rooms

· Programming of telephone numbers and speed dials

· Taking of long summary and short summary at the end of the month

· Sending of messages to guest and reading messages when requested by guest

· Filling of documents in the right files

· Giving information of night clubs, restaurant and around Dubai when necessary and taking reservation 

· Attending of briefings and proper handing over to the next shift

· Following up of guest request

· Calling of in guest by their names 

· Having good terms, guest interaction and asking question when necessary

· Calling duty manager and security in case of the pull cord and fire indication

· Assisting and relieving of the business center

· Providing security and privacy of guest information
· Assisting guest when need arises

· Handling incoming faxes, C.I.D reports and handing over to the right department or guest

· Checking of all incoming and outgoing lines in the hotel if they are working

· Checking in and checking out the guest in the hotel in a warmful, helpful, wonderful and professional way leaving guest happy
· Doing hotel booking through the phone, E-mails and at the front desk
· Printing flash report and sending to various department

· Handling of all the paper works at the front desk
· Updating of the board by writing cash basis, and confidential rooms

· Programming of telephone numbers and speed dials

· Taking of long summary and short summary at the end of the month

· Sending of messages to guest and reading messages when requested by guest

· Filling of documents in the right files

· Giving information of night clubs, restaurant and around Dubai when necessary and taking reservation 

· Attending of briefings and proper handing over to the next shift

· Following up of guest request

· Calling of in guest by their names 

· Having good terms, guest interaction and asking question when necessary

· Calling duty manager and security in case of the pull cord and fire indication

· Assisting and relieving of the business center

· Providing security and privacy of guest information
Company Premier-inn Dubai International Airport Hotel(Nov 2011-Jan2014)
Position    Reception/Telephone Operator Team Leader

Responsibilities and Achievemen
· Answering external and internal calls in a professional manner and connecting to the required extension
· Handling the hotel staff members on duty to make sure the shift is perfectly and smoothly handled 
· Handling guest complains in all departments of the hotel

· Making sure the guess is happy with the hotel stay leaving with a happy smile

· Handing the staff meeting before the start of duty

· Supervising the hotel areas and facilities before the start of the shift and after the shift

· Supervising the hotel drivers and the hotel airport bus each an every time on the shift

· Calling the airport agencies whenever necessary to sale the hotel room

· Handing all the hotel departments and making sure the staffs are okay and every department is on truck

· Making sure the hotel is 100% full occupancy on a daily basic
· Running the night run on time

· Handling the lay over’s 

· Sending the end of shift to all the hotel’s managers 
· Programming wake up calls, setting the alarm and giving manually to the guest

· Assisting guest when need arises

· Handling incoming faxes, C.I.D reports and handing over to the right department or guest

· Checking of all incoming and outgoing lines in the hotel if they are working

· Checking in and checking out the guest in the hotel in a warmful, helpful, wonderful and professional way leaving guest happy
· Doing hotel booking through the phone, E-mails and at the front desk
· Printing flash report and sending to various department

· Handling of all the paper works at the front desk
· Updating of the board by writing cash basis, and confidential rooms

· Programming of telephone numbers and speed dials

· Taking of long summary and short summary at the end of the month

· Sending of messages to guest and reading messages when requested by guest

· Filling of documents in the right files

· Giving information of night clubs, restaurant and around Dubai when necessary and taking reservation 

· Attending of briefings and proper handing over to the next shift

· Following up of guest request

· Calling of in guest by their names 

· Having good terms, guest interaction and asking question when necessary

· Calling duty manager and security in case of the pull cord and fire indication

· Assisting and relieving of the business center

· Providing security and privacy of guest information
2.
Company Cine Star Cinema UAE (2009 aug__2011 nov)

Position     Guest Service Agent
· Maximizes revenue and cash flow by promoting cinema services and adhering to credit and inventory control processes.

· Offer guests updated cinema l amenities, food and beverage outlets and services.

· Make reservations in accordance with cinema’s yield management practices.

· Create 100% guest satisfaction by providing fast and friendly genuine customer care and by exceeding guest expectations.

· Respond to customer inquiries for information.

· Arrange for services requested by the guest by working with other departments as appropriate.
· Maintain grooming standards as per cinema policy.

· Answer all queries through the telephone.
3.  Silver Bird Hotel Nairobi Kenya (2006 Feb—2009 June)

Position      Guest Services Agent
· Responsibilities
· Create 100% guest satisfaction by providing fast and friendly genuine hospitality and by exceeding guest expectations.

· Give personal attention, takes personal responsibility and uses teamwork when providing guest service.

· Listen, apologize with empathy, and find a solution and follow through when resolving guest problems.

· Assume the responsibility to notice when the guest is not satisfied and uses my best judgment as to when it is appropriate to use the 100% Guest Satisfaction Guarantee.

· Perform other duties as required to provide fast and friendly genuine hospitality

· Provide guests with assistance at the front desk during the check-in and check-out processes and throughout their stay.

· Greet guest and processes hotel registration.

· Keep current on hotel accommodations, services and area attractions.

· Respond to customer inquiries for information.

· Arrange for services requested by the guest by working with other departments as appropriate.

· Stay current with developments in the hotel by reviewing and updating the communication log.

· Process customer credit at check-in in accordance with hotel policy.

· Identify and records special billing instructions and notifies accounting.

EDUCATION BACKGROUND

(A) HIGH SCHOOL EDUCATION 



Nile Road Secondary School (1999 - 2002)

O level
 
   (B)      Emirates Airline Group U.A.E
Certificate in Customer Service and Fire Evacuation and safety Training Course 
    ( C)       PROFESSIONAL EDUCATION

                   Harper’s Hospitality Training Programme 

Certificate in front office, Computer packages and F/B and Quick books



Hospitality Management 

CORE SKILLS

Computers, Customer service, Sales POS, 

Hobbies: Travelling, Swimming, Dancing and Engaging in voluntary, community and Social activities.
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