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Ms. Runa Nasreen,

E/8-A, Begum Rokeya Sharani, Sher-e-Bangla Nagar, Dhaka - 1207, Bangladesh.
Email: runa1978@gmail.com. Phone: 01912-153765

PERSONAL STATEMENT

TVET graduate seeking employment in the hospitality industry, in a position that requires a dedicated,
young and enthusiastic employee.

Hardworking with proven time management and collaboration skills developed from sporting and
volunteer engagements. Strong interpersonal skills enhanced by taking part in theatre activities to
develop confidence and communication abilities. Able to work as part of a team, learn from others
and develop as a professional.

KEY SKILLS

| am confident of the following skills related to a career in the hospitality industry.

- Customer Service (phone and face-to-face)

+ Meeting and greeting customers

- Organisation of files and documents either manually or through a software
- Software skills

- Problem solving

- Managing dissatisfied customers

SOFTWARE SKILLS

| have undergone training and have experience in the following information technology skills.
- Microsoft Word ~ Microsoft Excel ~ Microsoft Outlook ~ Firefox ~ Internet Explorer

EDUCATION

My educational qualifications at present are as follows.

- Diploma in Front Office Management (July 2019). 65% overall grade, 1st Class. Khulna Mahila
Polytechnic Institute.

- Higher Secondary Certificate (June 2017). 68% overall grade, 1st Class. Government Coronation
Secondary Girl's School.

- High School Certificate (June 2014). 70% overall grade, 1st Class. Government Coronation Second-
ary Girl's School.

| plan to continue my education once | have greater financial stability.

OTHER QUALIFICATIONS AND SKILLS

| have taken up short courses in the following:

- Certificate in Basic Computer Skills (August, 2018). 66%, 1st Class. Khulna Mahila Polytechnic
Institute

- Certificate in Public Relations (September, 2018). 75%, Distinction.

- Languages known: Fluent in English and Bangla.
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ACHIEVEMENTS

My achievements are mainly in relation to team work requiring interpersonal skills as shown below:

-+ 2015: Class captain (in partnership with one other class representative)

- 2015:Team prize for Badminton.

- 2016: Represented school at National Youth Day events

- 2016: Recognition award for contribution to the local community and volunteering

PERSONAL ATTRIBUTES

- Effective Communication Skills: Articulate communicator with appreciation for the different commu-
nication styles required when working with other team members or with customers.

- Honest and Reliable: Strong morals and ethics ensuring honesty, reliability and ability to undertake
tasks responsibly.

- Flexible: Understanding of need to remain flexible to support last-minute demands and changes.
Comfortable in changing environments and situations, ensuring ability to remain flexible and
adaptable at all times.

STUDENT WORK EXPERIENCE PLACEMENTS

- Le Meridien, Dhaka. One month of internship, 2018.

My duties were to respond to incoming calls, process check in and check out of guests, enter
customer information into internal records management system and update existing customer
records while creating new data files as directed.

VOLUNTEERING

- CSS Home of Blessings, an orphanage in Khulna. Worked as a volunteer for 1 year. Provided support
during various fundraising activities and maintaining records of resident children.

PROFESSIONAL REFEREES

1.Dr. Tahmid Mohammed,

Principal,

Khalishpur New Market Road, Khulna 9000, Bangladesh
Phone: +880 41-762352

2.Ms. Shakeela Akbar,

Manager,

9/A Commercial Area Airport Rd, Dhaka 1229, Bangladesh
Phone: +880 9638-900089

All relevant certificates and documents are attached with this resume. | would be glad to respond to
any further queries.

(Your signature)

Runa Nasreen.

BT HIETR o
NRCCH AR

}




te

s crie . (A
| |
AOE OICET FOF (@101 o1te &

@ f5it e o8 2
FINTT SATAF AT 6T @A ST A 5yl 5wy forgey, -

@ o=t iofd T
PSR AT A (ST 05 o M-foi forg |

sifa
fos1ea foes @ ifaee iof5 foreitesy, ©f Srge Feeey |

IS oF FAET
76 @ s« Dear Sir/Madam 21 |

=

e iS5G v S @G AR St [ Srae S, @Ne-
Subject: Application for the postof ....................

Y SR

ST QBT SIChRC7 e wwel @ wfewsld 91 e, @G Sicamge sitns et AN | 5
Gt (T ST IR 1 TRACR, U2 ST GBI BB | L&l AP, (PICH FICEH [{Car={te (¥ G
AR wrol BIST RCACR, AT (16 A0, =72 Sg F | Afob FoF #1519 83 *tvd
S ANMG (@Y TV I 0o 21 |

TR (OIS 0 AR (T FITIEE FLAE FCACR, GTB'8 T Fee |

T (Y Q3 IO @ TP @ A ST IR (ACF TS 26T S SR | S, 8% T
fqire— @ @ % JIXT T |

T 8 A AR S T | R SIeT s, e v @Ry &9 |

O (EOICE T I A AR A

o I weT

o T BT ACHE GRS 77 (4G SATWeIT I T +)

o TEPIE FICER Srad 7 AL SITe], [MEIIFIE @RITS 2T A1 Q3 #Ithd T3 T

BT HIETR

12T SFIF oY




T FOF o

Ms. Runa Nasreen,

E/8-A, Begum Rokeya Sharani,
Sher-e-Bangla Nagar,

Dhaka - 1207, Bangladesh.
Email: runa1978@gmail.com.
Phone: 01912-153765

The Manager,

Hotel Bengal Blueberry,
House # 1/A, Road # 90,
Gulshan-2,

Dhaka- 1212,
Bangladesh.

29th June 2019.

Dear Sir/Madam,
Subject: Application for post of Front Office Clerk.

| was very interested to see your advertisement on the BD Jobs portal, dated 28th June 2019, for
the position of Front Office Clerk in your esteemed organization.

| hereby apply for this position.

| have just completed an 18 month Diploma in Front Office Management from the Khulna Mabhila
Polytechnic Institute. As a part of the course work, | also completed one month of internship at
the Le Méridien, Dhaka. Interpersonal skills are my strength area. All through my school days, |
have had opportunities to be a leader and engage with people. | have selected hotel
management as my career, mainly because it is related to interacting with people.

| have excellent working knowledge of MS Word, Excel and Outlook. | have also self-tutored
myself to use Excel for simple accounting and data management. | have also taken a short course
on public relations. 1 am fluent in English and Bangla.

Please find my CV attached along with all relevant certificates.

| look forward to hearing from you.
Yours sincerely,
(Your signature)

Runa Nasreen
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