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OBJECTIVE

     To take part in a career enhancement Front Office Department in an International high class Armani Hotel Burj Dubai in Dubai.

EDUCATION
    Mersin University, Tourism and Hotel Management School Mersin, Turkey      Sep 2004- June 2008        
    Bachelor degree in Hospitality Management

· Relevant courses: General Tourism, Principles of Management, English, German, Russian as a second foreign language, Financial Management, Food & Beverage Management, Rooms Divisions Management,  Business Law, Marketing & Accounting, Ticketing program, Macro-micro Economy, Public Relation Program, Food&Beverage, 
Applied for the long-term 
Internship Program

San Diego, CA         (2008-2009 
for 6 months)
    Coronado, San Diego, CA                                                                                   June-September 2005
    Orlando Grand Lakes, FL                                                                                   June-September 2006
    Applied the Work and Travel short-term program                                        
· I had work experience on food and beverage and also on other departments. I improved my skills on hotel business

Certifications : 

2008, TOEFL IBT certification with the degree of 85,                                                                                                                     2008, SERVICE CULTURE TRAINING certification under the Sheraton Brand,                                                                            2008, certificate of UNIVERSITY GRADUATION,                                                                                                                          2006, AIPT certificate of succesful Marriott Hotels completion in USA,                                                                                         2004, NLP certificate,                                                                                                                                                                      1998, UNIVERSITY of CAMBRIDGE KET certificate of the English test

EXPERIENCE
Sheraton Marina Hotel and Sheraton Bay Tower Hotel, (1050 rooms),  San Diego, CA, US (10/2008- 05/2009),                              Hotel Management Trainee as a Front Desk Supervisor,  Front Desk Agent and Night Audit Clerk, 

· improving knowledge and enhance skills in handling guest calls and various requests for information,  various reports prepared by the department head, improving the knowledge and enhance skills in front desk agent and cashier responsibilities, check-in check-out procedures, group arrivals procedures, 

· f/d manager duties and responsibilities, guest room assignment and control, walk over procedures, yield management, forecasts, scheduling and staffing processes, interviewing techniques, attend management meetings,

· In accounting department, reviewing internal accounting document, credit policies, accounts receivable procedures, accounts payable procedures, complete payroll process, 

· Methodologies in computer –automated budgeting , accounting and financial planning,

· Learn procedures for auditing all work from previous day including Accounts Receivable, Food and Beverage outlets, Front Desk, and Banquets; prepare daily journal entries, input information into various spreadsheets, distribute daily revenue report, prepare various reports for month end closings, perform payroll and sales audits, perform cash testings on food and beverage outlets,

· Learn f/d computer system check-in check-out procedures, guest room assignment and control, walk  over procedures, hourly house counts, sell-out controls, room-key controls, room upselling techniques, procedures for resolving guest concerns, supervise the front desk agents, 

· Ensuring the correct sequence of events for proper registration and checkout of guests

· Assign spesific tasks to front desk agents relative to credit, missing adresses, registration cards, posting charges, and overall cleanliness and organization of front desk.

· Strategies to maximize occupancy and revenue; follow-up on credit problems with Credit  Manager and Front Office Manager; review housekeeping reports and follow-up ; learn front desk manager duties and responsibilities, yield management, forecasts, scheduling and staffing processes, interviewing techniques.

· The computer program is Galaxy

Kaya Artemis Resort&Casino, Lefkoşa, CYPRUS
                                             June 2007 – October 2007
Recepcionist, Front OFFICE    
· 5 Star, 12OO Room Resort Hotel
· I was responsible for guest check-in, check-out process, registering hotel guest information on system, booking and selling rooms, giving info about the description of the hotel, taking care of the guests’ problems and focusing on the guests’ satisfaction. I was taking care of the internal and external calls. I used the Fidelio V8 program on the computer.
Jw Marriott Orlando Grand Lakes, Orlando/FL, US
                                               June 2006 – Sep 2006
Pool side server, Food and Beverage
· I was responsible for each guest’s satisfaction near the pool side and inside the restaurant. First, I had orientation program about food and beverage and the alcoholic drinks on the menu. I was trained and certificated from the serving of alcoholic drinks. I also learned about the cook times of the food  such as meat, fish etc. I used the micros program for the bills.
Coronado Island Marriott Resort Hotel, San Diego/CA, US                                June 2005- Sep 2005
SPA Attendant, SPA, Server, F&B

· I worked at the Spa Desk. I was responsible for taking care of the phones and taking appointments for the facial-body massage, yoga courses, fitness centre, pool and the tennis courts. The image of the area and make-up centre areas were also under my responsibility. I worked as a server near the pool side. I was taking the table orders. I was serving food and beverage. I used the micros system.

HİLTON Adana, TURKEY                                                                                 2003 SUMMER(4 months)
Front Office, Guest Service Center and Receptionist

· I was taking care of the internal and external calls. I was taught to focus on providing the best quality in the minimum time. I took reports about the guest comments and complaints. I also had the reports of the special guest dates and the VIP reports. I learned to have clear communication between each department. I used the excel program for the reports, I also used the Fidelio and micros. 
HILTON Adana, TURKEY                                                                                    2002 SUMMER(4 months)
Reservation, Sales and Operator
SKILLS
    Language
· Advanced in English and German

· Turkish (primary language)
    Computer

· MS Word, Excel, PowerPoint, Fidelio Front Office,Galaxy, Micros
     Personal skills

· Outgoing personality
· Ambitious in communication, helpful and friendly
REFERENCES

References are available upon request.

