[image: image1.jpg]


                             
Mohamad Nazim Uddin
Al Ain, United Arab Emirates
Mobile No.: +971505736905
E-mail: nazim_bd10@yahoo.com
                                                                                                                                                                            
CAREER OBJECTIVE
To seek a challenging and growth oriented position in a company where I could be able to implement my acquired skills in an effective positive manner, to meet new challenges, and to enhance my knowledge in related field.
WORK EXPERIENCE:

RECEPTIONIST
City Seasons Hotel—4*

Front Office Department


Muwaiji, Al Ain, UAE


November, 2009 – to date

Job Description

· Welcomes and greets the customers

· Deals swiftly, efficiently and sensitively to guest complaints and follow through.

· Maintain an up to date knowledge of hotel and local services and supply information and respond to guest queries.

· Using Front Office systems, process accounts from check-in to check-out, ensuring of food and beverage and ancillary charges.

· Receive payment by cash, cheque, credit card or account, adhering to company Credit policy.

· Maintains effective communication with all related departments such as housekeeping and reservations to ensure smooth service delivery.

· Ensures that the guest receives the accommodation and other services he/ she is expecting and as per their preferences.

· Acts as Duty Manager as additional responsibility including checking of rooms conditions ensuring they are within the standard of the hotel.

·  Answer telephone calls for hotel inquiries, and room reservations

· Monitor the room availability and follow up pending company payments.
· Follow up the all online booking reservation.

· Employ of the Year ‘2010’ as Receptionist, FO Department
· In charge the Reception and acting duty manager
· Perform night auditing in absence of the night auditor.                                                                               

· System used: Opera  
WORK EXPERIENCE

BELLMAN
City Seasons Hotel-- 4*

Front Office Department

Muwaiji, Al Ain, UAE

                                                                  July, 2007 – October, 2009
Job Description:
· Welcomes and greet the customers

· Assisted and provided the needs of clients and customers
· Answer telephone calls for hotel inquiries, and room reservations.
· Employ of the Month for BELL MAN Month of December 2008.

BEELMAN
Simond Hotel--3*

Font Office Department


Cox’s Bazaar, Chittagong, Bangladesh

January 2006 – November 2006

                             Job Description:

· Welcomes and greet the customers

·  Answer telephone calls for hotel inquiries, and room reservations  

· Assisted and provided the needs of clients and customers:
ADDITIONAL EXPERIENCE

· UAE Driving License  

· License No : 934067 
PERSONAL DATA

Date of Birth
:
April 10, 1986

Place of Birth
:
Mirsarai, Chittagong, Bangladesh

Age
:
25 years old

Sex
:
Male

Religion
:
Muslim

Nationality
:
Bangladesh

Civil Status
:
Single

Height
:
5’8”

Health
:
Excellent

Passport No.
:
0498078

Visa Status
:
Employment Visa

Language
:
English, Arabic, Hindi, Urdu
COMPUTER SKILLS
· Microsoft Word
· Microsoft Excel Word

· Internet, E-mail, Typing, etc
EDUCATIONAL ATTAINMENT
TERTIARY

Brayer Hat Degree College


H.S.C. 2006


Chittagong, Bangladesh



2005 – 2006
SECONDARY

Mohajon Hat F.R. High School


S.S.C. Second Class


Chittagong, Bangladesh



2004 – 2005
SKILLS AND VALUES
· Computer literate

· Professional, versatile, and hard working

· Highly motivated and customer oriented

· With strong analytical and organizational skills

· Enthusiastic, devoted, and competent in my task

· Sociable and can easily get along with other people

· Systematic and organize with work

· Approachable and good listener

· Receptive to learning
         Reference available upon request


I hereby certify that the above given information is true and correct up to the best of my knowledge and ability.
               






  Applicant









Mohammad Nazim Uddin
REFERENCES
Mr. Nader Almurqab

HR/PR Manager

050-2270766

City Seasons Hotel Al Ain

Al Muwaiji, Al Ain

United Arab Emirates

Mr. Avelino Javier

Front Office Manager

050-7603688

City Seasons Hotel Al Ain

Al Muwaiji, Al Ain

United Arab Emirates

