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Aniss HASBINI 
Beirut – Zarif – Rashid Nakhle Street

Phone: +961 76792281
hasbinianiss@gmail.com
	objective

	
	Seeking a clerical job in a reputable organization where I can use my experience and skills in order to benefit other organizations 

	Experience

	
	( Beirut Digital District -ZRE– DownTown                            Lebanon 
 Information Booth Representative  : May 2016 – March 2019
· Daily record information related to visitors: time of entry and exit, name, email, contact details, business cards, and the company visited. 
· Provide visitors badges when needed. Report findings to the Customer Care Team on a weekly basis. 
·  Monitor cameras in all BDD Buildings main entrances doors and keep an eye on all BDD’s shared facilities, mainly the garden and the surrounding area, making sure that they are always clean, proper, and well maintained. 
·  Monitor and ensure that the information booth is kept tidy and projects a business-like image. 
· Perform data entry into the computer system as appointed by direct supervisor 
· Conduct concierge services: taxi, postal services logistics, etc… and manage the food delivery process incoming to BDD buildings 
·  Report damage, problems and accidents as well as general maintenance issues and main security issues to the Customer Care Team and Operations Department 
·  Conduct additional basic administrative tasks as requested
· Greet and assist the BDD community members and their visitors, direct them to the appropriate location and inform the relevant tenant of the visitor arrival. 
·  Handle all incoming calls (external and internal) to the appropriate tenant by providing correct and accurate information. 
·  Apply knowledge of and respond to questions regarding opening hours, regulations, and practices within the BDD community including but not limited to fitness classes, BDD eatery menu, events and workshops space schedule, etc  
( Food Style Restaurant – Ashrafieh & Bhamdoun                 Lebanon  
Assistant Manager: March 2015 – August 2015   

· Ensure that all appliances, fixtures and fittings are safe and work in accordance with health and safety regulations, make sure all the equipments meet hygiene regulations and high quality standard for food.
· Follow up with costumers concerning reservation, & update Menu’s offer & discounts, ensure that guests are well served in excellent manner, always being updated with costumer’s feedback

· Ensure that the preparation and presentation of food are always in the highest standards.

· Ensure that guests are well served in excellent manner, always being updated with costumer’s feedback

· Supervision of stock and daily cash register, management & managerial Duties: Follow up invoices, purchasing, head cashier & call center; handle all internal and external calls.
· Make sure all the equipments meet hygiene regulations and high quality standard for food. Dispatcher, customer Service, operator.

( Franji Restaurant – Globe Marine                                        Jeddah-Tahlia 
Assistant Manager: June 2014 – February 2015   
· Management & Managerial Duties: Follow up invoices, purchasing, head cashier & call center; handle all internal and external calls.
· Ensure Guests are well served in an excellent manner and good performance
· Communication with all job types: All kitchen section: juice, grill, & pastry chefs, crews, cleaners & all management categories.
· Ensuring hygiene and quality standards for food and equipments.
· Supervision of stock & daily monitor to avoid loss.
· Ensure proper shift hand over, and revising the shift duties list completed efficiently.
(   Fish & Chicks
                                                             Beirut Mall
Assistant Manager :Feb 2008 – April 2014 

· Managerial Duties (Administrative Work: Following up invoices, & Attendance schedule, Annual leave for the stuff)
· Opening “Fish & Chicks” In 2008 and supervising the restaurant operation

· Supervising all food services from burgers sandwiches salads 

· Ensuring hygiene and quality standards for food and equipments.
· Follow up and implement the restaurant training plan, rules and regulations and sequence of service.

·  Monitoring Stock
· Responsible for employees in terms of coaching, duties, schedule, appearance and grooming, hygiene, safety and security, performance evaluation, and else.

(  Movenpick Hotel                                                                          Raouche 
      Chef Assistant Commis (Summer Job) : June2007- Nov2007       
· Preparing sauces and salads, chopping, & helping the head chef
· Coordinate and participate with other sections of requirements, cleanliness, wastage and cost control

· Keep work area at all times in hygienic conditions according to the rules set by the hotel.

	Education record

	
	· BT2 – C&E College – Hospitality


	languages

	
	Arabic mother tongue with high standard of spoken and written English 

	Computer Skills

	
	Lotus, Outlook, Ready Touch Flex Cash System, Windows, Word, Excel, Internet 

	PERSONAL INFORMATION

	
	Nationality:
              Lebanese

Date & Place of Birth:
7- Feb-92  -  London

Marital Status: 
             Single

Driving License:              Valid

	Interests

	
	Travel, Music, Biking, Driving 

	References

	
	Available upon request


