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PERSONAL DETAILS

NAME:


Anne





EMAIL:

anne.110079@2freemail.com 
LANGUAGES:

English & Swahili
NATIONALITY:
Kenyan
OBJECTIVES

I am determined to meeting and satisfying clients needs while at the same time utilizing my skills and expertise to increase professionalism for the benefit of my employer and development of my career.
PROFFESIONAL BACKGROUND

Year


Organization




Position
Sept 2008 to date
Atlantis Palm Jumeirah

Team Leader Restaurant Reservations and Call     

                                                                                                         Centre Agent




Main Duties and Responsibilities

· Staff shifts scheduling.

· Ensure hygiene and safety protocols are adhered to strictly to the highest standards.

· Handle, log, action and follow up on any guest queries as quickly as possible.

· Provides accurate information to the internal and external customers in a clear, courteous and professional manner.

· Organize staff training in customer service, communication and grooming standards.

· Manage difficult customer situation, respond promptly to customer needs and solicit feedback to improve service.

· Maintains service level standards at all times.
· Quarterly staff appraisal.

· Liaise between team members and management.

· Ensure team member's moral is high at all times.
Year 


Organization 




Position

Jan 2007 – Aug 2008
Linknet Computer Systems

Cyber Café Attendant/ Customer care



Main Duties and Responsibilities

· Reporting to the Director sudden and emergency cases and assisting clients

· Solving any internet related problems for clients and patrons

· Type setting, Printing and photocopying

· Scanning documents and pictures

· Binding

· CD Copying 

· Placing orders for stock

· Trouble shooting and maintenance of computer problems

Year


Organization




Position

Aug 2003 – Sept 2006
Top Image



Promoter/ sales lady/Events



Main Duties and Responsibilities

· Carrying out sales promotions and merchandising activities for major brand products and services at different locations including shopping malls, supermarkets etc

· Participating in new product/service launches through special events and activities such as cocktails, raffles, sports and games activities such as golf-day and horse racing days, family fun day activities etc. Roles played include modeling, guest registration and ushering, distribution of product information packages etc.

· Undertaking direct marketing activities by visiting selected and targeted clients and promoting different products and services
VOCATIONAL TRAINING
· Fire fighting

· Basic First Aid

· Service Recovery

· Food and Hygiene
· Micros (hospitality management system)

· Opera (PMS)

· Quadra net (reservation systems)

· Microsoft Outlook
EDUCATIONAL BACKGROUND

Year


Institution


Certification
Jan 2003 – July
2003
Pivot Point International
Diploma in Cosmetology and People Skills
Sept 2002 – Dec 2002
Jamii Bora


Certificate in management and Leadership Skills Level-1





Jamii Bora


Certificate in Business Studies Level-1

1998 – 2001

St Teresa’s Girls School

Kenya Certificate of Secondary Education

1990 – 1997

Park Road primary school
Kenya Certificate of Primary Education
INTEREST AND ACTIVITIES

· Reading informative materials and journals on hair design and business administration

· Listening to gospel music and reading Christian literature

· Traveling, Modeling, Swimming and touring areas of interest
SKILLS AND CAPABILITIES

· High level of integrity and honesty with good communication skills

· Can work under pressure, with minimum supervision.

· Ability to think strategically thus being able to juggle different duties simultaneously with ease.
· I am a team player and coordinates well with my work mates
· Highly flexible and always willing to do more than the call of duty.
