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�[Front Desk officer


/Administration] �May 2006 – Present 





M.S. Office





PEARL CONTINENTAL HOTEL�[Sales Coordinator]�Jan 2003 – April 2005





Improving customer service based on client feedback through the development of new policies and procedures. Successfully handled all public relations issues. 


Maintaining Technical documents, 


Corresponding independently (Handling sales of rooms, Managing Tele-information), 


Correspondence through E-mailing, 


Internet research, 


Generating sales desk reports and other routine work.





COMPUTER SKILLS





Microsoft Outlook Express: Moderate user of MS Outlook Express with ability to manager Business Contact Management.


Microsoft Word: Complete documentation handling with knowledge of mail merge.


Microsoft Excel: Worksheet handling, Macros.


Microsoft Access: Able to manage database at intermediate level.





Using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, Access, etc., to produce correspondence and documents and maintain presentations, records, spreadsheets and databases.


Devising and maintaining office systems.


Booking rooms and conference facilities.


Ordering and maintaining stationery and equipment.


Sorting and distributing incoming post and organizing and sending outgoing post, mail, faxes, e-mails and other types of    correspondence.


Liaising with colleagues and external contacts to book travel and accommodation.


Organizing and storing (paperwork, documents and computer-based information).


Arranging both in-house and external events.


Answer telephone, screen and direct calls, Provide information to callers, Greeting Guests entering organization.


General administrative and clerical support.


Tidy and maintain the reception area.











Additional Skills





 Excellent written and verbal communication skills, with an eye for detail.


Extremely productive in a high volume, high stress, environment.


Certified Yoga teacher, Tarot reader, Reiki, Palmistry, Dowsing, acupressure’s knowledge. 





EXPERIENCE





Islamic University, Bahawalpur – Pakistan�Govt. Degree College, BWP - Pakistan





Masters of English - 2004�Bachelors of Arts -  1999





QUALIFICATION





Seeking a position in where my extensive experience will be further developed and utilised.








OBJECTIVE








Can be furnished upon request. 





REFERENCE








