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Summary of qualifications
· For over seven years I have been in a role of leadership and responsibility.  In the most recent years, my responsibilities included being the Manager on Duty for a 384-room hotel – and several hundred employees.  I possess computer skills including staple programs such as Microsoft Word, Excel, and PowerPoint. I excel in the areas of customer relations, anticipating guest’s needs, and exceeding sales standards.

Education
2001
University of Texas
Arlington, Texas

B.A. Russian Language and Eastern European Studies

B.A. Political Science

Professional experience
March 2004 – October 2008
Hyatt Regency Pier 66


Assistant Guest Services Manager

· I started as a Front Desk Clerk in March of 2004 and stayed loyal to the company – and was promoted to the position of Assistant Guest Services Manager.  My responsibilities included payroll verification, scheduling, labor analysis, inventory maintenance, deposits, employee evaluations, hiring, training, purchasing, reservations, customer service, hotel operations, supervising staff, and bringing customer complaints to acceptable resolve.  My supervision included the front desk, concierge, reservations and bell staff.

October 2001 – March 2004
Linens N’Things, Rochester, NY

Assistant Manager

· I started a sales representative and worked my way into supervisor position through hard work and dedication.  This customer service intensive position required interaction with the general public as well as supervising the inventory and employees. My duties also included merchandising, sales, cashier’s functions, guest relations, establishing floor plans, managing the bridal registry, deposits, coordinating store sales quotas, and generating repeat business.



Languages
I fluently speak, write and understand Russian.

I speak and understand some Spanish.




