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DETAILS:

NATIONALITY 
:
 KENYAN

MARITAL STATUS:
 SINGLE

RELIGION  
:             CHRISTIAN

LANGUAGES 
:
 ENGLISH / KISWAHILI

CAPABILITIES:
I am a hard working lady ready to work with minimal or no supervision; good communication skills in spoken and written English, flexible, computer literate well versed in Ms Office, knowledge of Galileo reservation system and always ready to learn.
WORK EXPERIENCE:
01st September 2011 to Date: ACCOR MAF Hotels (Central Services) as a Sales Coordinator
Duties Includes-:
· Preparing the reports before the morning briefing for the sales team (competition, occupancy, No shows and arrivals)
· Preparing sales materials e.g. contracts and promotions

· Sending the FIT contracts and following up to get them back signed

· Coordinating with all concerned departments of the special promotions, contracts or addendums sent to avoid confusion later)

· Assisting on the office management duties like filing, submitting invoices and ordering necessary supplies for the department

· Managing travel arrangements for sales team going for business trips ( Booking the hotels, preparing all the collaterals and shipping them)
· Customer service by answering the calls and inquiries in the absence of the sales team

· Compiling the production reports of each team member every end of the month

· Monitoring the attendance of each team member

· Offering support to the team whenever needed
September 2008 to August 2011: ACCOR Centralised Services – Reservation Department for 8 Hotels as a Group Sales Agent under (MAF Al Futtaim Hospitality)
Duties Includes-:

· Quoting group rates

· Making group contracts (Terms and conditions of payment

      



      And cancellation policies)


· Following up the payments

· Coordinating with the Tour Leaders of the group till the 

      



      Group checks out.

· Coordinating with the hotel in regards to the expected groups to arrive and all the necessary information 

· Receiving calls for inquiries and making bookings for individuals
· Attending to all inquiries related to reservations
· Forwarding the sales leads to the sales Department for follow ups and signing of corporate contracts.

· Maintaining all the SOPs of the company and not disclosing the private information to the competitors.
· Assisting the FIT bookings when required or when demanded
2008 Till August 2008: HOLIDAY INN HOTEL Al BARSHA as a Reservation Agent - Dubai

Duties Included -:

· Making bookings for guest as per their requests
· Maintain and develop guest contacts
· Handling all reservation documents and correspondents correctly
· Maintaining the company credit policies
· Trying to up sell or cross sell other departments e.g F&B, spa, health club etc
· Passing on the sales leads to the Sales managers
· Handling all reservation inquiries and updating the PMS which is Opera.

2005 To end of 2007: Worked with Novotel & Ibis Hotels World Trade Centre as a Telephone Operator - Dubai
         Duties Included -:

· Attending to all incoming calls 

· Giving the clear picture of the hotel by giving the right information and in a diplomatic manner

· Assisting the in-house guest with the necessary information

· Make sure that all wake-up calls are done in a professional way and on time

· Getting messages for the guests and delivering them perfectly and on time

· Making sure that all the faxes are delivered to the right destinations

· Coordinating with all the other departments

· Checking the rates in the Fidelio

TRAININGS:
During my work period with Novotel Hotel Dubai, I did some training 

· Guest courtesy training

· First Aid training

· Fire Training

· Handling Guest’s Complains
· A cross training in the Business centre of the hotel

· A cross training in the Sales and Marketing Department of the hotel as a sales Executive (For two Months)
· Across training in the Front Office As a guest service agent

· A cross training in the Reservation Department as a reservation agent.

2002 to 2004- : ALTERNATIVE TOUR COMPANY
Duties Included -:

Tour Planning- planning the itinerary

· Hotel booking 

· Tour costing

1995 to 1997: BONGO HOTEL as a switch Board Operator

Duties Included -:

· Attending to all incoming calls

· Portraying the whole picture of the company by giving the right information and impletion
· Acting as a directory by giving the telephone numbers to our guests
1993 to 1995-: UL-TIMATE SECURITY As a receptionist



Duties Included -:

· Answering all incoming calls

· Welcoming guests / customers to the company
· Taking important messages for the managers and passing
· Compiling and giving the reports to the managers of the 

              progress
COLLEGES :
March – April 2012: International Training Institute (I.T.I) Dubai

Having done:

· Advanced Excel

· PowerPoint Presentation (Basic)

April 2011:  Took the International English Language Testing Exam with British Council and attained a certificate – IELTS Certificate
February to May 2010-: International Training Institute (I.T.I) Dubai
Being Trained in Passenger & Airport Handling Services – The Course includes - :

· Introduction to Aviation Industry

· Types of Airlines
· Geography

· Airport Codes

· Time & Time zone

· Aviation Terminologies

· Theory of flight

· Airport & Ground procedures
· Customer Service

· Reading Airline Tickets

· Passport & Visas
· Baggage

· Security

· Ramp Safety

· Dangerous goods

· Galileo
2000 – 2002 – Centre for Tourism Training and Research – (A branch of Moi
University) and Graduated in Hotel Management (Diploma)

Courses covered:

· Food and Beverage Production and service

· Front Office Management

· Food Hygiene and sanitation

· Housekeeping Management

· Related Tourism Studies

· Hotel Operation Management
1998 To 1999 -: Dynamic Institute of Management and Accounting and attained a certificate in Tours and Travel Operations having done -:

· Travel Knowledge

· Air fares and Ticketing

· Tourism Theory

· IATA/UFTAA rules and Regulations

· Tour Costing

1997 To 1998 -: Kenya Christian Industrial Training Institute (KCITI) and attained a certificate in Computer Operation having done -:
· Introduction to Micro-computers and Data Communication

· Micro-soft Office

· Dbase V

· Desktop Publishing

· Lotus 1-2-3 Release 5 ( EXCEL )

SCHOOLS :

1986 To 1989 - Kitale Girls Secondary School

1976 To 1985 - Munyaka Primary School

HOBBIES:

· Music

· Travelling

· Making new friends
· Socializing
REFEREES:
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