
EDUCATION
FACULTY OF TOURISM AND HOTEL 

Degree: Good - 2010

Good communication .
Attention to detail.
Customer service skills .
Working under pressure .
Good listening .
Organization .
Empathy

Secretary - Receptionist 

AHMED ELTAHAN

SKILLS 

LANGUAGE 

▪︎ English  very good 
▪︎ Italian  good
▪︎ Russian hotel language 

CONTACT 

ahmedthan13@yahoo.com
+201061418161 - +201551615227

Egypt - Elbehira - Shoubrakhet

EXPERIANCE 

ABOUTB ME

Aqarati For Real Estate investment

Secretary

▪︎welcome guest in our company .
▪︎ Answer and direct phone calls , respond to emails  .
▪︎ Taking notes during meetings and follow up .
▪︎ check deposite cheques in bank .

  A real estate secretary and sales in Qatar, responsible for
welcoming guests , answering calls and messages, arranging
appointments and the weekly meeting, following up on depositing
cheques in bank , and marketing real estate units of all kinds
efficiently, following up on all government procedures for printing
and documenting contracts. I also worked directly after graduation
in the field of tourism in Sharm El Sheikh as a receptionist, where
The point of direct contact with guests, providing all information
and following up on guests’ requests and inquiries.

Isalnd Garden Resort - Sharm elshiekh
Receptionist

▪︎ Greeting guests in and out.
▪︎ answer phones and check emails .
▪︎ helping guests organise thier stay .
▪︎ Confirm guest booking and thier requests 

SunRise Island View Resort - Sharm elshiekh
Telephone operator 

▪︎ Directs call to guest rooms , staff or departments through the
switchboard .
▪︎ Recieves guests messages and deliver the same to the guest .
▪︎ logs all wake up call requests .
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