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PERSONAL INFORMATION

DATE OF BIRTH
: 
25TH MAY 1991
VISA STATUS            :
   RESIDENCE
NATIONALITY

:
KENYAN 
LANGUAGES

:
ENGLISH & KISWAHILI 
CARREER  ASPIRATION.

Conducting personal effectiveness skills and support my duties to the best of my capabilities and to the highest achievable standards. I also wish to play a supportive role in all my endeavors and learn through new experiences.

Training.

Position: Cluster reservation Agent
· Processing reservations by mail, telephone, telex, fax or central reservation systems referral.
· Processing reservations from the sales office, other hotel departments, and travel agents.

· Communicating reservation information to the front desk.

· Processing advance deposits on reservations.

· Tracking future room availability on the basis of reservations.

· Preparing expected arrival list for front office use.

· Making sure that files are kept up to date.

· Maintaining a clean and neat appearance and work area at all times.

· Making arrangements for clients travel programs.

· Creating and maintaining reservation records by date of arrival and alphabetical listing.

· Answering guest questions about the facilities of the hotel and the location.

· Replying guest and travel agents mails.
.
POSITON:
Waiter

DURATION:
Jan 2013 to date
Responsibilities
· Ensuring the Brand Standards of food and services is followed as per hotel brand standards.
· Checking the status of the meals, once the guest is served checking whether he/she is enjoying the meal, and time taken of serving food.

· Maintaining fast and efficient manner of services.

· Taking orders from the guests and making sure that it is served on time.

· Maintaining clean atmosphere when the guests are there and when they leave.

· Preparations of different types of tea and coffee.

· Informing the guest about the daily specials which also helps in the up-selling of the product.
· Greeting, Welcoming and Directing Guests to their sits.
Blue Post Hotel.

POSITON:      Reservation Agent.
DURATION:
July 2011- Dec 2011

Responsibilities
· Process all reservation requests, changes, and cancellations received by phone, fax, or mail. 
· Identify guest reservation needs and determine appropriate villa/ room category.

· Verify availability of room category and rate.

· Explain guarantee, special rate, and cancellation policies to callers.

· Accommodate and document special requests.

· Answer questions about resort facilities & services.
· Follow sales techniques to maximize revenue.

· Input and access data in reservation system. Indicate special reservation types (e.g., complimentary rooms, employee discounts) by inputting the correct code and rate into the reservation system.

· Follow proper escalation procedures when addressing guest concerns.

· Follow all company policies and procedures; maintain confidentiality of proprietary information; protect company assets; protect the privacy and security of guests and co-workers.

· Welcome and acknowledge all guests according to company standards; anticipate and address guests' service needs.

EDUCATION BACKGROUND
JAN2012 – JUNE 2012   SKYNET AVIATION COLLEGE

     Certificate in Airline Cabin Crew 

NOV 2011 – APRIL 2012:
 SKYNET AVIATION COLLEGE 

Diploma in Air travel & Tourism (Consultant level) 
Areas Covered
· Air fares and Ticketing 2
· Geography in Travel Planning 2
· Travel formalities 

· Land Transport – Car & Camper van 

· Land Transport – Rail 2
· Water Transport 2
· Airport essentials 

· Tour packages 2
· Customer services 

· Hotel accommodation
JAN2011 – OCT 2011: SKYNET AVIATION COLLEGE 
Certificate in Air Travel and Tourism (Foundation Level)
Areas Covered 

· Air fares and Ticketing 1 

· Geography in Travel Planning 1 

· Travel formalities 

· Land Transport – Car & Camper van 

· Land Transport – Rail 1 

· Water Transport 1 

· Airport essentials 

· Tour packages 1 

· Customer services 

· Hotel accommodation 
JAN 2006 – NOV 2009
: 
KIAMBU TOWNSHIP SECONDARY SCHOOL.

ATTAINED


: 
Kenya Certificate of Secondary Education (K.C.S.E)

JAN 1998 – NOV 2005
: 
LORETO PRIMARY SCHOOL 

ATTAINED


:
 Kenya Certificate of Primary Education 

AWARDS

May 2012 


- 
Red cross First Aid Certificate 

Jan 2011- Jun 2011: 

-
Certificate in swimming 

Sept 2009


-
Kenya Music festivals National finals 

Oct 2007


-
Certificate of Merit school choir 

June 2012


-
IATA Cabin crew Certificate

SKILLS
· Energetic personality.
· Adaptable positive, and open to new ideas.

· Responsible contributor committed to excellence and success.

· Loyal and dedicated employee with an excellent work record.
· Fluent in English and Swahili.

· Fire fighting skills
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