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Professional Experience


Laguava Resort, Rmeileh, Lebanon 
Front Office Admin(Receptionist)- Acting Assistant Operation Manager- 2014- till date

· Registering guests, managing reservations and providing information about Chalets, bungalows, rates and amenities.
· Serving our guests by managing all aspects of their accommodation
· Welcome guests upon their arrival and assign rooms
· Confirm group reservations and arrange personalized services for VIP customers and event attendees, like wedding guests
· Upsell additional facilities and services, when appropriate

· Maintains office services by organizing office operations, coordinating correspondence with clients; assigning and monitoring clerical functions.
· Keeps management informed by reviewing and analyzing special reports; summarizing information; identifying trends.
· Ensure operation of equipment by calling for repairs; maintaining equipment inventories; evaluating new equipment and techniques.
· Maintains supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies
· Assisting the Operations Manager in creating and implementing all policies and procedures to establish a well-functioning bungalows
· Resolving guest complaints to ensure their concerns are addressed and their expectations are exceeded. 
· [bookmark: _GoBack]Liaising with other key departments across the resort and delegate tasks as assigned by the manager to ensure the entire front line meet operational requirements.

KAWAS Holding, Saida Lebanon 
(Sharhabil Market- Saida /Kawas Market -Saida)
Assistant Operation Manager – Aug-2018 May -2019

· Assisting in planning and implementing strategies to attract customers.
· Conducting regular audits to ensure the store is functional and presentable.
· Analyzing consumer behavior and adjust product positioning.
· Tracking the progress of weekly, monthly sales in order to reach annual targets
· Assisting in the planning and implementation of promotional activities.



Education

Bachelor of Marketing Management- Lebanese International University, 
Beirut, Lebanon, June 2018

Scholarship
Exchange International Erasmus Student 1 year with Univerza v Mariboru (University of Maribor, Slovenia-Europe), live and study program

*Treasurer of Event Planning for International Students Club at University of Maribor (2017)

Honors
Placed several times on LIU’s Honor List
Cumulative GPA: 3.7/4.0 


Lebanese Baccalaureate in Life Sciences (15.2/20) Official Exams


Computer Skills

· Omega POS O-Live Restaurant Management Software
· Omega O-Tel Hotel Management Software
· Microsoft Word, Excel, PowerPoint, and Access 



Languages
Fluent in English and Arabic




References are available upon request

