MOHAMAD MANSOUR
Beirut, Lebanon
Email: mohamad.mansour2303@gmail.com
Phone: +961 71 498843
Languages: English (Fluent), Arabic (Fluent)

PROFESSIONAL TITLE
Guest Service Agent • Aviation Catering • Customer Service & Hospitality

PROFESSIONAL SUMMARY
Customer service and hospitality professional with over 3 years of experience in aviation catering coordination, VIP client support, and hotel front desk operations across Lebanon, UAE, and Dubai. Skilled in handling urgent flight requests, coordinating with FBOs and vendors, resolving service issues, and managing high-volume, time-critical tasks. Strong communication, accuracy, and service recovery abilities. Flexible for remote work, PM shifts, weekends, and fast-paced operational environments.

CORE SKILLS
· VIP Client Relations
· Aviation Catering
· FBO Coordination
· Order Processing
· Service Recovery
· Issue Resolution
· Billing and Invoicing
· Payment Tracking
· Front Desk Operations
· Guest Relations
· Cross-Department Communication
· Microsoft Office
· Reservation and Booking Systems
· High Attention to Detail
· Professional Phone and Email Communication
· Urgent Request Handling
· Confidentiality and Accuracy

PROFESSIONAL EXPERIENCE
Guest Service Agent
IFPLS Flight Platters Services – Beirut, Lebanon and Dubai, UAE
Dec 2022 – Jan 2023
· Managed VIP catering orders for private jets and coordinated delivery with multiple FBOs.
· Communicated with international and local vendors to fulfill customized menu and special requests.
· Ensured correct packaging, labeling, and heating instructions based on aircraft specifications.
· Handled invoicing, billing, payment tracking, and documentation with high accuracy.
· Responded to urgent and last-minute flight requirements while maintaining service quality.
· Resolved service issues and performed effective service recovery to maintain customer satisfaction.
· Supported operations, finance, and sales teams with order updates and communication.
· Trained and assisted new agents and supported daily operations.

Receptionist and Guest Relations Associate
Lancaster Suite Hotel – Beirut, Lebanon
2021 – 2022
· Managed check-ins, check-outs, reservations, and billing for guests.
· Assisted guests with concierge services, transportation, and inquiries.
· Coordinated with housekeeping and maintenance to ensure guest needs were fulfilled.
· Handled service recovery and guest issue resolution with professionalism.
· Completed administrative tasks, cash handling, and daily reporting.

Events Assistant
Cheeky Monkeys – Beirut, Lebanon
Jun 2022 – Aug 2022
· Organized and supported children’s events and activities.
· Managed event logistics, schedules, and safety procedures.
· Assisted parents and supervised activity staff.
Activities Coordinator
Abu Dhabi Country Club – Abu Dhabi, UAE
Jun 2017 – Sep 2017 and Jun 2018 – Sep 2018
· Planned weekly activities, sports programs, and group events for children.
· Ensured safety, engagement, and smooth program operations.

Social Media and Sales Assistant
Saveur Sucrée – Abu Dhabi, UAE
2016 – Present
· Managed customer communication, order confirmations, and follow-ups.
· Assisted with social media content, promotions, and basic CRM tasks.
· Coordinated order details and supported order management and record-keeping.

EDUCATION AND CERTIFICATIONS
Business Administration Degree (In Progress)
Lebanese International University – Beirut, Lebanon
HR Consultant Certification (2023)
IAP Career College – California, USA
Training Program
BLOM Bank – Beirut, Lebanon
High School Diploma
Abu Dhabi International School – Abu Dhabi, UAE

TECHNICAL SKILLS
Microsoft Office (Excel, Word, PowerPoint, Outlook)
CRM and Order Management Tools
Billing and Accounting Software
Reservation and Booking Systems
Social Media Platforms
Zoom, Microsoft Teams, Webex

ADDITIONAL STRENGTHS
· Strong attention to detail
· Ability to handle urgent and high-pressure tasks
· Excellent customer communication skills
· Reliable, adaptable, and fast learner
· Professional teamwork and coordination
· Confidentiality in handling sensitive information
· Available for PM shifts, weekends, and remote work
