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Professional Summary
Personable facilities management specialist with 5 years of success in guaranteeing customer satisfaction through personable reservation services and attendance to guests needs. Adept at promptly assisting customers by uncovering preferences. Passionate about providing upbeat and friendly service, resulting in consistent return in customers.
Consistently received stellar performance reviews; called upon to 'captain' various levels, exemplifying leadership qualities.

Skills & Knowledge
	Business Skills
	Communication Skills
	Interpersonal Skills

	· Facilities Management
	· Documentation & Control
	· Good Time management

	· Health & Safety 
	· Phone management
	· Positive attitude

	· Guest experiences & services
· Policy and procedure adherence
· Strategic planning and analysis
· Office and staff streamlining
· Performance Improvement
	· Relationship building
· Draft correspondences
· Customer focused Service
· Provide solutions

· Training & development
	· Proactive to take Initiative
· Multi-tasker

· Problem solver

· Self starter 
· Team support

	
	
	



Experience

Facilities Assistant: H&H Investment and Development (Dubai UAE) Sept 2016 – Current
· Complete exchanges and returns in a timely and professional manner.

· Process important queries and manage customer expectations in a polite and friendly manner.

· Keep track of frequent clients and create a tailored experience based on their personal needs.

· Inspection of apartments in new residential building before they are handed over.

· Conduct introduction to new tenants on how to use the access control mobile applications

and cards to ensure smooth operation.

· Prepare all the keys and documents required upon on Move in.
· Handling all the tenants request related to maintenance, housekeeping and all other bookings.
· Respond to complaints and find the appropriate solution with a customer-focused orientation
· Maintain high energy levels. 
· Update lease contracts for annual rent changes for leased facilities. Provide updated leasing information to accounting for rental payments.
· Constantly observes the condition of the office and ensures that supply areas, storage spaces, and kitchens are clean, stocked and organized at all times
Concierge Agent: IFA Residential Services (Dubai, UAE) Sep 2014 - Aug 2016
· Handled check in and check outs as well as moves in and moves out of the long term guests.

· Handled keys and maintaining key inventory.

· Taxi bookings, filing, and distribution of guest’s notices, mails and information
· Obtained information to resolve customer inquiries

· Worked under strict deadlines and responded to service requests and emergency call outs

· Created new processes and systems for increasing customer service satisfaction

· Guaranteed positive customer experiences 

· Provided resolutions to customer complaints and queries
· Exceed customer expectations with exceptional service at all times
Rescuer: Wild Wadi Water Park, Jumeirah Group (Dubai, UAE) July 2012 June 2014
· Complete cleaning tasks as assigned.

· Supervise the pool area.

· Ensure the safety and well-being of all patrons. 

· Enforce all rules in a professional manner.

· Respond to emergencies. 

· Care for injuries, sudden illnesses, and medical emergencies: give first aid, CPR, oxygen, etc
Waitress: Lotus Downtown Hotel Apartments and Spa (Dubai, UAE) Jan 2011 to June 2012
· Greeting and offering seat to all guests in a professional and friendly manner.

· Demonstrated expert knowledge of daily specials and organized menus and promotions.

· Food handling and preparation in service, sanitation, and safety procedures.

· Scheduled reservations and meticulously managed large customer crowds.

· Arrangement of banquet for functions.

· Preparing bills and presenting it to the guest as per order.

· Wishing the guest farewell as they leave the restaurant.

· Giving the guest the comment card to make sure they are satisfied.

Professional Training & education

· Technology Certified Facility 

Zabeel Institute of Management and Technology (July 2021)

