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                                                             Rewa Maddah
Tel: 00961 (71) 784 214
Address: Achrafieh-Lebanon
Email: rewasd9@gmail.com


Personal Summary:
Date of Birth: 1998, January 1st    
  
I am an independent and highly motivated individual studied Finance at American University of Science and Technology (AUST). I am seeking an opportunity where my skills and abilities may be used to enhance productivity and performance.


Education: 

2016- 2020          BS in Business -Finance Major:   American University of Science and Technology, Lebanon.

2012-2015           Lebanese Baccalaureates (Life Science Section):  Kornayel High School, Lebanon.


Work Experience: 


October 2021-Present

 Front Office Supervisor at Royal Tulip Achrafieh (Louvre Hotels Group)
       Achrafieh – Beirut; Tel: 00961 (1) 333 048     

Responsibilities: 

· Leading and managing all sections of the Front Office Department in order to ensure the highest standards 
· Ensuring a high quality of services  
· Monitor the Front Office employees to make sure all guests receive prompt and personal recognition 
· Recruiting and training new members
· Assisting in employee related matters such as evaluations and consulting 


 June 2018-October 2021

 Front Office Agent at Royal Tulip Achrafieh (Louvre Hotels Group)
       Achrafieh – Beirut; Tel: 00961 (1) 333 048     

Responsibilities: 

· Welcoming guests to the hotel in polite, friendly and helpful manners
· Handling online reservations, phone calls and requests 
· Managing travel agencies contracts and accounts 
· Wide knowledge in using PMS accounting system



· Keeping up to date on all hotels products, services, pricing & promotional offer
· Maximize sales revenues through up selling and marketing
· Ensuring an excellent service through optimal service-oriented attitude
· Being a point of contact for guests should they have any inquires 
· Dealing with Repeated Guests and building strong customer Relationship for future retention

November 2016-May 2018

Customer Service Agent at Spinneys-Lebanon
Achrafieh – Beirut; Tel: 00961 (1) 210 110

Responsibilities:

· Welcoming clients in polite, friendly and helpful manners
· Maximize sales revenues 
· Handling clients requests and problems 
· Handling loyalty programs
· Wide knowledge in using POS system
· Building strong relationship with customers  


Training:
 
Training at the Finance Department at Royal Tulip Achrafieh (Louvre Hotels Group)
       Achrafieh – Beirut; Tel: 00961 (1) 333

Tasks:

1-Income Audit Training:  Daily Package (in details), Daily reports, Reconciliation, and Account Receivable (opens CL, send invoices, and track payments)

2- Cost Controller Training: How to check SRV invoices and post them, Spot check (for all departments), Costing, Inventory, and End of month reports. 

3-Store & Purchasing Training: How to do SRV (Stock Receipt Voucher), SRR (Store Requisition form), PO (Purchase order), RT on system (Return to supplier), and how to see the cost of items.

4- Accountant Training: Learning journal entries, invoices, receivables, payables, how to do monthly and end of year closing, Preparing accounts and tax returns, and Learning administering  payrolls and controlling income and expenditure.


Certificates:

· Guest Service Training (Golden Tulip Mena) 
· Customer Awareness ( Louvre Hotels Group) 
· Honor Code Certificate for Introduction to Global Hospitality Management 
· Genius Certificate in quiz front desk teams and common guidelines (Louvre Hotels Group)
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· Arabic: mother language
· English: fluent (full knowledge reading and writing)
· French: fair

Computer Skills:

· Microsoft Office: Excel, Outlook, PowerPoint, and Word (ICDL certificate holder)
· Good cashier skills, fast handling in cashier systems
· Advanced user in PMS,GPOS, FB stock system, Accounting stock system, and POS systems based on 4 years’ experience
· Opera system (fair)


Other skills:


· Excellent communication and administrative skills.
· Well organized
· Ability to work in fast-paced environment.
· Ability to handle multi tasks and prioritize workload.
·  Ability to work within a team and create and positive and healthy cooperative environment among colleagues.
· Ability to handle long working hours (based on previous work experience)




References are available upon request
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