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Hidd, Kingdom of Bahrain
Contact number: 35552739
Email: santosenrico16@gmail.com



Summary:
Dedicated Hotel Front Desk Executive offering extensive experience for almost 5 years in the hospitality industry, as well as in-depth knowledge of hotel desk operations. Consistently delivers first-rate service and fosters positive relationships with guests to promote customer satisfaction and loyalty. Tech-savvy, highly accurate and efficient in data entry and general operations.

Highlights: 
· Opera Hotel Management and Booking System  
· Agoda 
· Booking.com
· Expedia
· Microsoft Office Suite
· Customer Service
· Currency rates
· Housekeeping schedules
· Quality assurance
· Guest experiences
· Event planning
· PR and Marketing
· Relationship building

	 


Career Summary:

Front Office Executive / Guest Service Agent
The K Hotel Bahrain 4* Deluxe (Juffair, Kingdom of Bahrain) 
Aug 2017 – Aug 2020

· OVERVIEW OF TASKS AND RESPONSIBILITIES: 
Making guests feel welcome and is responsible for reservations, check-in procedures and solving any complaints coming from clients with composure, equanimity and calmness. 
equanimity and calmness. 

· SPECIFIC DUTIES AND TASKS: 

1. Handling guest requests and queries (transportation, flights, and events)
2. Following the protocols of the Hotel to maintain the organization’s standard and regulations.
3. Upselling and promoting the Hotel facilities, amenities, and services 
4. Interacting with different departments to offer the best quality services and packages that the hotel can offer to the guests.
5. Making reservation through phone & email, online bookings (Agoda, Booking.com, Expedia and other relevant skills)

Front Office Executive
The S Hotel (Manama, Kingdom of Bahrain) 
2016 -2017

· OVERVIEW OF TASKS AND RESPONSIBILITIES: 
Making guests feel welcome and is responsible for reservations, check-in procedures and solving any complaints coming from clients with composure, equanimity and calmness. 

· SPECIFIC DUTIES AND TASKS: 

1. Handling guest requests and queries (transportation, flights, and events)
2. Following the protocols of the Hotel to maintain the organization’s standard and regulations.
3. Upselling and promoting the Hotel facilities, amenities, and services 
4. Interacting with different departments to offer the best quality services and packages that the hotel can offer to the guests.
5. Making reservation through phone & email, online bookings (Agoda, Booking.com, Expedia and other relevant skills)


Al Areen Palace and Spa
Sakhir, Bahrain
OJT / Internship (assigned to assist in multi department)
2015

“With the highly evolving dynamics of this field his internship provided and equipped me with the necessary experience during those time that I was just starting my career”. 

Duties:

· Greet and welcome customers
· Receive calls and forward any messages
· Assisting in making sure that the kitchen’s hygiene is up to standard
· Work well with a team in a fast-paced working environment


Premier Hotel
Juffair, Bahrain
OJT / Internship (assigned to assist in multi department)
2015

“With the highly evolving dynamics of this field this internship provided and equipped me with the necessary experience during those time that I was just starting my career”. 

Duties:

· Greet and welcome customers
· Receive calls and forward any messages
· Assisting in making sure that the kitchen’s hygiene is up to standard
· Work well with a team in a fast-paced working environment




Educational Background:
 
Bachelor’s Degree in International Hospitality Management 
Bahrain Institute of Hospitality and Retail (BIHR) Barbar Bahrain
Hospitality and Tourism Management Diploma (HTMI)
SY 2015 - 2017   

Philippine School Bahrain (High School)
A’ali, Isa Town
SY 2011 – 2015

Personal Details:

Birthplace: Philippines
Birthdate: June 15 1998


Skills:

· Communication 
· Fluent in (English, Tagalog) Intermediate (Arabic)
· Excellent written and verbal communication skills
· Confident, articulate, and professional speaking abilities
· Empathic listener and persuasive speaker.
· Confident in speaking in public, to groups, or via electronic media.
· Excellent presentation and negotiation skills.

· Computer Skills 
· Opera Hotel Management and Booking System
· Spreadsheets such as Excel, to input, edit, Calculate, and manipulate numbers and Data.
· Advance understanding of Office Application, Including MS Office (Word, Excel, PowerPoint, Outlook)
· Advance level in typing, emailing, PowerPoint presentations 

· Customer Service 
· Excellent Negotiator 
· Empathy and compassionate 
· Brand Advocates
· Professionalism
· Product and Services Knowledge 
· Adaptability 
· Ability to use positive language 
· Clear Communication skills 
· Ability to use positive language 
· Clear communication skills 
· Self-control 
· Patience
· Persuasive speaking skills
Character References:
· Yasas DeSilva – Front Office Manager (The K-hotel Bahrain)
Mobile No – 36021833

· Minnie Recio – Senior Reservation Supervisor (The K Hotel Bahrain) 
Mobile No – 3777 4829

· Eva Recio – Sales Coordinator (Al Areen Palace and Spa)
Mobile No -3724 6774 


I hereby certify that the Above Information is true and correct.
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