Greg Kim     

PERSONAL INFORMATION

Name:

       Greg Kim

Date of Birth:
       Oct. 24th, 1979

Nationality:
       USA

Sex:

       Male

E-mail Address:       Gjkim102479@gmail.com

Contact Number: 010-4150-2027
EXPERIENCE
ESL English Teacher
April 2013 – Present
- Freelance teaching on one-to-one and group conversational English
- Help/guide students without doing the work for them
- Recognize variations in student backgrounds, abilities, and learning styles
- listen actively and effectively in order to identify and solve problems, facilitate learning for students, and build student confidence
Front Office Manager/ Manager on Duty

Mandarin Oriental San Francisco
July 2010 – September 2012 (2 years 2 months) 
- Read through arrival report and ensure accuracy of guest history, services and amenities are accorded.
- Meet VIPs and perform guest relation duties and obtain comments and feedback. 
- Monitor major group movement and coordinate with the various departments. 
- Put up action plan covering all areas of operations in handling major groups.
- Monitor closed-out dates, room inventory and coordinates with Reservations. 
- Establish and maintain operation standards. Initiate and maintain procedures to increase efficiency, productivity and maximum guest comfort and satisfaction. 
- Train colleagues on new work processes, understanding of policies and procedures. Identify training needs and implements effective training program.
- Guide, coach, counsels and evaluates the performance of GSM’s, GSE’s and GSA’s.
- Ensure effective communication via daily briefings, weekly updates and monthly brainstorming sessions within the department. 
- Uphold discipline and grooming standards.
- Attend scheduled meetings.
- Ensure all arrival rooms are blocked accurately. 
- Assess service level in all areas and ensures highest quality of service is delivered at all times.
- Attend to guest complaints and acts accordingly to ensure full recovery and guest’s satisfaction. 
- Coordinate with Accounts on bill discrepancies and disputes.
- Correspond with guests on matters pertaining to disputes and late charges.
- Maintain an active presence in Lobby and Front Driveway during peak hours.
- Prepare weekly manpower planning for the entire department to ensure optimum efficiency and cost effective.
- Perform any other reasonable duties as required by the Operations Manager – Rooms Division Manager
Guest Relations Agent

Mandarin Oriental San Francisco
September 2007 – June 2010 (2 years 9 months)
· Checked guests in and out, performed concierge tasks, answered phones, completed room reservations, and conducted other customer service duties

Night Auditor

San Francisco Airport Marriott Burlingame
September 2005 – August 2007 (1 year 11 months)
- As a night auditor, I audit the daily guest ledger of the hotel to verify and balance entries.
- Ledger shows all accounts receivable, such as room charges, room service and telephone calls. If any discrepancies appear, I would investigates and correct them. 
- I create a daily deposit and ensures the correct starting cash amount at the front desk for the morning.
- Also assist in checking guest in and out.
- Creating hotel accommodations
Skills & Expertise
 
1. Hotels
 
2. Hotel Management
 
3. Customer Satisfaction
4. Customer Service
5. Hospitality Industry
6. Hospitality Management
  
7. Customer Service
8. Pre-opening
Languages
· English & Korean
Education
University of Nevada, Las Vegas
      Bachelor of Science in Hotel Administration

2001 – 2004

Abraham Lincoln High School

1994 – 1997
Additional Information
Honors and Awards:

Nominated Colleague of the first Quarter for 2011

Professional References
Elizabeth Wong

Human Resources Director – USA

Ritz Carlton San Francisco

Telephone: +415 860 0924 (Direct)

Email: ejwong@sbcglobal.net

Jowell Mariano
Front Office Assistant Manager – USA

Mandarin Oriental San Francisco

Telephone: +415 276 9888

Email: Jmariano@mohg.com

Chad Merced
Front Office Manager - USA
Mandarin Oriental San Francisco

Telephone: +415 276 9888 

Email: Cmerced@mohg.com

