
ReservationAgent
EdmondKomlanApetogbo

E-mail:apekomlan@gmail.com
Mob:0525616651

Address:U.A.E-Sharjah

OBJECTIVES:

SeekingasuitablePosition,inthefieldofhospitalityinanyorganizationthatoffersrecognition,
development and security in exchange for dedication and maximum effort and best
performanceutilizingmyknowledgeandexperience.

EXPERIENCE:
Jul2017-Jan2019ReservationAgentatANEDAKHotel(Togo)
ResponsibletohelpingcustomerswithplanningandbookingreservationforHotel.Working
withcustomerstoplanoutthedurationoftheirstayandthensendthem thebooking
confirmationafterpayment.

 Handlingreservationscallsandrequest

 Generatingreservationconfirmation

 HandleReservationsemailsandhoteldirectemail

 Entergrouproominglistswhileensuringaccuracy,asrequired

 Maintainahighlevelofproductandserviceknowledgeinordertoexplainandsell
servicesandfacilitiestoguests

 Ensurerevenueismaximizedbyup-sellingguestroomsandrecommendhotelfacilities.

April2019-Nov2019OfficeassistantatMEDAADSOLUTION(UAE)
Providingsupporttothecompanyinadministrativefunctionssuchaspurchasing,billingand
filing.Reportingtothemanagertohandleanylogisticrequiredforrunningproject.

 Sortcommercialinvoices
 Followupandchecksponsorship
 Preparecommercialoffers
 CalculatetheoutputandInputVATandfilethereturnform (201)
 Provideadministrativesupportsuchaswritingcorrespondence,scheduling,emailing,

routingcallers,handlingvisitorsandansweringquestionsandrequests.

EDUCATIONALQUALIFICATION:
 BachelorsinComputerEngineering 2014-2017

 IELTS(InternationalEnglishTestingSystem)2018

SKILLS:
 Abilitytoworkinteam grouporindependently
 FacultytoreadCustomers
 Strongcommunicationskillsandinterpersonal
 ExperiencedinMicrosoftproduct(Word,PowerPoint,Outlook,OpenOfficeandExcel)
 Detailorientedandworkwithahighdegreeofaccuracy.
 Selfmotivatedanddeterminedtogetthingsdone

 ExperiencedinPhotoshop,InDesign,Illustrator.

 WellversedinPMS(Opera)

LANGUAGE:
French:Native
English:Advanced


