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Khaleelsamer@yahoo.com             

UAE-DUBAI. P.O. Box (1388)

Mobile: - +971504736915
Personal details: -​​​​​​​
Name: - Samer Salem Abdulmajeed Khalil.
Date of birth: - 12\1\1976.   
Nationality: - Jordanian.

Marital status: - Bachelor. 

Education: - General secondary. (High School).  

Graduation year: - 1993-1994. Pass. 

Spoken and written languages: - 

· English (excellent; spoken and written). 
· French (good; spoken and written) 
· Arabic; indigenous language.   

Professions: - 

· Hotel receptionist.
· Freelance Translator. 
· Computer technician.     

Qualifications: -
Computer skills: - 

· Microsoft Office (WinWord, PowerPoint, and Excel) 

· Web page design (HTML & FRONTPAGE). 

· Hardware and software maintenance.

· 3d Graphic Design <3dStudio Max> 

· Jordanian Driving license.

Experience:- 
· Place of present work: Riviera Hotel United Arab Emirates – Dubai; a four-star establishment.

Period of Employment: 23 December 2003 – Hitherto

First Position: Front Office Receptionist
Current Position: Senior Front Office Receptionist (Shift Leader) (Got promoted as above position started on July 2003)

Basic Functions:  Directly supervises the front desk, Bell Service and Drivers, facilitating &coordinating the activities of the different shifts and sections for smooth and efficient flow in all transactions geared towards individual guest satisfaction.


Duties & Responsibilities:
· Maintains active presence in the Front Desk and actively supervises and participates in both the Reception and Cashier section of the Front Desk.

·  Reviews room occupancy, checks correspondence, checks Arrival and Departure list, request for guest amenities taking note of all details, instructions or special requests of the incoming guests for the current day.

· Ensure availability of Front Desk supplies by recommending requisitions for these supplies so that a smooth flow of operation is obtained. 
· Reports to the Front Office Manager concerning the performance of his/her section, suggests possible ways and means in improving the service.

· Keeps fully informed of the hotel’s daily functions and make sure that all staff members are aware of the events.

· Ensures that all staff members are implementing the established procedures.

· Maintains an effective system of coordination with all Departments such as Housekeeping, Food and Beverage, Laundry, Accounts Department, and Maintenance. 

· Attends to guest complaints or inquiries regarding type of rooms, room rate, billing or special requests: refers problems to the Front Office Manager if the need arises.

· Guarantees that rooms are sold in accordance to established rates and hotel’s discount policy.

· Encourages and promotes the additional facilities of the hotel to increase the sales revenue.
·  Ensures smooth shift hand-over at all times.

· Double checks folio and registration card for completeness and accuracy.

· Assists F.O. staff in checking-in and checking - out the hotel guests.

·  Knowledgeable in all emergency procedures, able to operate Front Desk on manual system.

· To complete a shift report.

· Omayah Hotel - Jordan- Irbid, a two-star Hotel

Worked as a receptionist 
Period of Employment: From the date of 15/September/1996 until the date of 10/September/1999, and from 01/January/2002 until 18/December/2003.
Duties & Responsibilities:
· To greet smile and welcome guests to the hotel

· To provide an efficient and friendly check-in according to company directives
· To handle guests requests ensuring that all matters are dealt with efficiently and promptly taking preference over administrative tasks

· To inform all relevant departments regarding special guest request

· To be fully aware of the hotel room rates, availability, promotions, services and facilities

· To be fully aware of the hotel’s selling status in order to maximize room occupancy, average room rates and additional revenue
· To take reservations for accommodation according to company policy

· To be aware of specific daily functions and events in order to deal efficiently with the guest enquiries.

· To liaise with Shift leader & Housekeeping to ensure an efficient supply of rooms

· To ensure that telephones are answered quickly and efficiently

· To accept cash, approved credit cards, travelers cheques and foreign currency following set guide lines and polices laid out by the hotel

· To inform the guests of the facilities within the hotel. to promote the hotel outlets to increase internal revenue, provide guests with details local information and activities as required
· To operate the safety deposit box system

· To carry out a smooth and efficient check-out to encourage return guests

· To be responsible for clearing the departures for the day and following day

· To print out a list of departures still check-out liaising with Housekeeping to clear all departures in the system
· To be able to complete all daily tasks laid out in the Reception check lists

· To be responsible for a cashiering float in accordance with hotel’s procedure and to inform any overage/shortage to the Shift Leader/FO manager
· To keep the Front Office management informed of any faults or complaints reported

· To ensure that all guest and internal messages are relayed promptly and accurately

· To generally promote and ensure good inter-departmental relationships
· To carry out a thorough shift handover at the beginning and end of each shift and to check that all items requiring attention are detailed in the Reception Diary and initialed once completed

· To act according to the telephone handling standard & procedures

· To act according to the complaint handling standards & procedures

· To be responsible for a clean and tidy working area

· To behave at all the times in a manner which is pleasant and positive and which projects a good company image
Translation Experience :
· Worked as Interpreter & also as a teacher of English language at the Omani Institution for Vocational Training - Oman-Muscat.

Period of Employment: From 20 September 1999 until the 30 November 2001. 
Duties & Responsibilities:

· Giving lectures in English language for beginners, pre-intermediate, intermediate and advanced levels.  

· Did all the bilingual translation work required at the institute on daily bases, which includes:
· Documents translation involving all kinds of documents such as:-

·  General documents’ translation, certificates of experience in different fields of careers. 
· Real-estate contracts, partnership and work agreements. 
· Legal documents translations (Notary Public 
Office) involving the following:- 

   - Full Power of Attorney.

   - Limited Power Of Attorney. 

   - Debenture (Certificate of debt, Customs refund 
     certificate).

    - Bail Bond.

· Legitimate Documents (Islamic Courts):-

    -Legitimate Limited Power Of Attorney. 

    -Marriage Certificate.

    -Proof of Celibacy. 

    -Proof of No Impediments.
    -Proof of Custody. 

    -Proof of Inheritance.

    -Proof of Conversion to Islam.

    -Decree of Revocable Divorce.

   -Decree of Revocable Divorce for the Second Time.

   -Decree of Revocable Divorce before Consummation.  

    (In Absence)

   -Definite Divorce in Exchange for Absolution after   

    Consummation. 

   -Decree of Confirmation of Divorce.

   -Alimony of Wife.   
· During the month of December 2003 and as a part-time job, worked as a freelance translator at Horizons company; a well-established conglomerate for website developing and of branches in Dubai, Qatar and Jordan.
Basic Functions:-
· Website contents Translation.

· Out of context Translation.  

· Online translation of the websites’ technical language. 
Hobbies and interests.
· Writing articles in the commentary pages of the newspaper.

·  Astronomy.    
Address:-
Place of present residence: - United Arab Emirates- Dubai- Deira- P.O.Box (1388)   

E-mail:- khaleelsamer@yahoo.com
             khaleelsamer@swissinfo.org    

Mobile : +971-50-4736915
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