
Muhammad Azeem
Cover Letter for Assistant (Front office, Accounts, HR)
Contact No: +923115292904 / +923055001995
CNIC/Passport No:13101-9232616-1 / FN1856161
Add: Pakistan

Dear HR/Recruitment Manager,
I am presenting my CV for the position of Assistant front office, Assistant accounts, & HR.
As soon as I have known about this open position, I thought it was a perfect match of my career aspiration & background.
I have worked as assistant in these three departments from last 6 years more than 3 years of solid & proven experience. And additionally, I have an experience of cashier supervision. 
I’m a passionate worker, able to multitask and to drive the business and the team toward the business targets. I have always worked in fast paced environment & I have performed at my best when challenging times and task were coming through.
My previous experience which you can find better details in my enclosed resume along with my enthusiasm and love to exceed expectations, makes me the ideal candidate for your company.
I’m available for interview at a time convenient for yourselves & I would be pleased to attend for contact details be found above on letter and on my cv.

Thank you so much I hope to hear from you in the near future.
Applicant Name: Muhammad Azeem
Your sincerely,
	
Muhammad Azeem
Email: tanoliazim786@gmail.com
Contact No: +92 3115292904
Add: village & P.O Sando Gali District Abbottabad Tehsil Lower Tanwal
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	Summary
	Six-year experience as assistant front office manager, accounts And Assistant HR is looking forward to seeking the opportunity to expand my knowledge and further experience. I look forward to assistant in the growth and success of the organizations.

	Skills
	· Customer services                                         Time management          
· Organization                                                  Human resource
· Communications’                                           inventor management
· Team management                                       administrations duties
· Operational Improvement                            ability to multitask
· Micro soft Applications proficiency             work under pressure
· Ms. Office                                                      adaptability
· Supervision                                                  mathematically skills


	Experience
	· Park Lane Hotel Lahore (1.5 years 2016-2017)
· As Receptionist (CSO)
Shelton Resort Hotel & Restaurant (6 Month 2017-2018)
· Assistant front office (AFO)
· Shelton’s Rezidor Hotel TM Group (2018-2022)
· Assistant front office (AFO)
· Assistant HR Officer
· Assistant Account Office

	Major Duties
&
Responsibilities
	· As front office assistant
· Assistant Front Office Manager in supervising daily front desk activities.
· Prioritize and delegate daily work responsibilities to front desk staff.
· Train and guide front desk staffs to provide quality customer services.
· Manage staffing schedules, shift changes, payrolls, and labor costs.
· Resolve guest issues and enquiries to ensure guest satisfaction.
· Schedule front desk meeting to identify and resolve operational issues, accounting variances, and housekeeping discrepancies.
· Develop and implement strategies for bell desk, front office and parking.
· Ensure that facility is maintained clean, neat, safe and secure.
· Identify process improvement to achieve financial and service goals.
· Plan shift schedule and duties based on business forecast.
· Supervise the billing and cash processes to ensure compliance with company standards.
· As HR officer
· assist with recruitment 
· arrange job postings
· log and distribute resumes
· schedule interviews
· coordinate pre-employment tests
· administer pre-employment background checks
· assemble new hire packets
· input employee data and maintain employee files
· organize new employee orientations
· coordinate training and development activities for employees
· respond to employee inquiries about human resources issues
· As Account Assistant
supports the accountant in completing basic bookkeeping, clerical and accounting tasks for a company. Their duties include preparing company budgets, building and assessing financial reports and managing a business’ payroll processes.

	Qualification
	Graduate (Math’s & physics 2014)

· DIT (one year)



	Hobbies
	Playing cricket, reading newspaper, watching movies and internet browsing

	Refence
	On demand
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