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SUMMARY

· More than 13 years of experience as receptionist/front desk associate/supervisor who thrives in fast paced and challenging environment. 
· Superior customer service and answering telephone calls while handling in-person inquiries from clients/guests and colleagues.
· Diligent, detail oriented, knowledgeable of basic secretarial and cashiering functions.
· Computer skills with proficiency in MS Word, Excel & Outlook.
· Knowledgeable of office functions and administrative support 
· Excellent organization, communication and relationship building skills.
· Articulate and friendly with professional demeanor.
· Knowledge in book binding, laminating, photocopying and fax procedures
· Flexible, fast learner, excels in multitasking in a fast paced environment and can work under
        pressure and minimal supervision.
· Team work oriented
· Opera Hotel System 
· MindBody Software


WORK EXPERIENCE	

Admin / Receptionist
20activ EMS Training Studio
Seef, Bahrain
December 2019 - up to present
· Handles reception, welcome guests, receive messages, telephone calls and inquiry for the studio
· Manages the admin & secretarial works
· Handles cash and credit card transactions
· Handles email, mobile messages & inquiries
· Handles monthly reports needed by the owners
· Handles the regular inventory and place orders as required
· Assist the training coaches in suiting up clients when busy
· Do other operational and secretarial duties assigned by the owner



Receptionist / Supervisor 
The Urbanion Wellness Center
Juffair, Bahrain
September 2016 - up to present
· Handles reception, welcome guests, receive messages, telephone calls and inquiry for the wellness centers services and prices
· Manages the operation and staff in the absence of the owner
· Handles cash and credit card transactions
· Handles email, mobile messages & inquiries
· Resolve customer complaint
· Handles daily and monthly reports, sales and prepares staff salary slip 
· Do the regular inventory and place orders as required
· Communicate regularly and efficiently with the owner with regards on all operational aspects
· Do other operational and managerial duties assigned by the owner




Guest Service Executive/Reception Supervisor
Al Areen Palace & Spa
Sakhir, Bahrain
October 2013 - September 2016
· Answers guests’ inquiries, handles complaints and attend to the needs of the guests
· Handles complaints from guests and coordinates with other departments concerned to make sure it was resolved as per hotel standards
· Supervise all front office associates on shift making sure that check-in as well as check out procedures is implemented
· Checks if all the required hand overs from each shift has been properly handled and done
· Checks if correct charges for packages has been posted in each guest billing
· Prepares handovers and make sure that the next shift is completely aware and handles it properly
· Ensure that all front office staff are in correct uniform and have the correct appearance as per hotel standard
· Report to Front Office Manager or Asst. Front Office Manager for shifts operation
· Check cleanliness of the Hotel Reception as well as the public areas, parking and villas surrounding
· Maintain good relation with guests and associates



Guest Service Agent 
Al Areen Palace & Spa
Sakhir, Bahrain
November 1, 2011 – October 2013
· Responsible for check in and check out or our guests, cash transaction such as currency exchange, credit card payments and city ledger payment
· Updates profile accordingly, reviews outlet checks and ensure all are attached with the right reservation
· Answers telephone calls as per standard
· Handles guest complaints and special requests and makes sure that it has been resolved
· Assist guest with inquiries regarding hotel facilities , services & reservations.
· Assist new associates and cross trainee in F/O department providing them with proper training and relevant information of the property
· Ensures that the cash float is correct and due backs are followed up and collected from the accounts
· Checks the outlook and make sure that the emails send to the department has been read by all F/O associates
· Checking all the stationary and supplies needed in the Front Office.
· Coordinates with other departments with regards on guest’s special requests and amenities



Club Lounge Supervisor
Sheraton Hotel	
Manama, Bahrain
September 2008 - June 2010
· Responsible for ensuring smooth and efficient running of day to day operation on the Club floor. Maximizing guest satisfaction through improving, developing and maintaining Club Floor standards
· Supervise all Front office operations at the Club reception desk, making sure that check-in as well as check out procedures is implemented
· Assisting guest with various inquiries and provides them with secretarial work if needed, checking in and out of the Club level guests as well as cashiering procedures.
· Setting up and maintaining a high level of personal service and guest recognition, with particular attention to VIP’s and amenities
· Prepares and pre-arranged all Club floor guest special amenities, ensures pre-registration procedures are prepared, reviews all blocked rooms and allocated rooms according to the guest’s special request and length of stay
· Ensures that all complaints and requests are followed up and well handled
· Checking all the necessary stationery and other supplies needed for the Club Lounge on a weekly basis, i.e. key pouches, letter heads, printer and photocopy machine inks, lamination
· Handles the telephone according to the standards and being aware with the audio visual equipment
· Supervised the butlers and responsible in making their weekly schedules, ensures that their duties and responsibilities are performed, annually doing their performance management process



Guest Service Agent
Sheraton Hotel
Manama, Bahrain
December 2003 - January 2006
· Checking in and out of all guests according to the standard
· Handles telephone calls according to the standards
· Handles cash, city ledger payments and currency exchange
· Handles reservations, blocking of arrival rooms according to special requests and preferences of all the arriving guests
· Ensures that the special requests, inquiries and complaints of the guests are handled and solved
· Coordinates with other department for needs and further assistance of our guests.
· Maintains a high level product knowledge
· Keeping guest history updated in order to facilitate easy and faster check-in and check-out procedure for repeat guests
· Maintains good relations with all the guests and colleagues
· Ensures that the next shifts are properly informed for follow ups and special requests of all the guest


EDUCATION	

Bachelor in Hotel and Restaurant Management
Polytechnic University of the Philippines
Sta. Mesa, Manila
1998-2002

PERSONAL INFORMATION




Birth date	:	October 5, 1981
Nationality	:	Filipino
Gender	:	Female
Marital Status	:	Married
Religion	:	Catholic

Height		:	5’4 (162.60 cm.)
Weight	:	61 kls. (134.482 lbs.)
Visa Status	:	Employment
Language Spoken:	English, Filipino and basic             Arabic

**Character reference available upon request
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