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	Service-oriented professional with 5+ years of rich experience in customer service, client relations and office administration within diversified industries. Track record of exceeding performance goals and customer service needs with proven ability to provide prompt services, handle multiple task and perform well under work pressure. Holds excellent communication, analytical, interpersonal, organizational, coordination and time management skills. Initiative driven, dedicated and dynamic team player eager to take challenges in the Airline Industry. 


	


	
	



	Diploma in Sales & Marketing, Kenya Polytechnic, KNEC, Nairobi, Kenya

	2008

	Diploma in Purchasing, Oshwal College, CIPS, Nairobi, Kenya

	2007

	Foundation Diploma in Purchasing & Supplies, Universal College, CIPS, Nairobi, Kenya

	2007

	Diploma in Purchasing Supplies, Global Institute, ICM, Nairobi, Kenya

	2006

	Certificate in Purchasing Supplies UK, Global Institute, ICM, Nairobi, Kenya

	2005

	Computer Proficiency, Technology Frontiers, Kericho, Kenya

	2006

	Basic Food Hygiene Certificate
	


	
	



	Hostess, Le Royal Meridien Beach Resort & Spa Dubai, UAE (www.leroyalmeridien-dubai.com)
	Apr 2011 - Present

	A 5-star resort overlooking the Arabian Gulf with 14 international restaurants and bars. Has a Roman-themed spa with saunas, hot tubs plus 5 Hammam pools. 



	Receptionist / Administrator, Boecker Public Health LLC, UAE (www.boecker.com)
	Oct 2010 – Dec 2010

	Middle East largest Pest Management group providing World Class pest control, pest management, professional disinfecting and pest control equipment & chemicals.  



	Receiving Officer In-charge, Safepak Industries Ltd., Kenya (www.safepack.com)
	Mar 2008 – Apr 2010

	A reputed name in the field of packaging. Belongs to over 100 year old, fast growing Speciality Packaging group.



	Sales & Marketing Executive, Techpak Industries Ltd., Kenya (www.techpakindustries.com)
	Dec 2006 – Feb 2008

	The leading manufacturer and supplier of high quality thermoformed plastic packaging and disposable products in East and Central Africa.  



	Executive, Magana Flowers (K) Ltd., Kenya (www.maganaflowers.com)
	Dec 2005 – May 2006

	A company that grows and tenders some of the world s best roses.


	
	


	· Consistently demonstrated resourcefulness and initiative in support of top management with flexibility in working well in cross-functional teams.  Established and maintained excellent relations with clients and colleagues. 

· Performed assigned workload with indefinable enthusiasm, commitment, honesty and dedication and drove towards contributing to continued business growth.
· Regarded as flexible team player who is adaptive to change and resourceful in getting the job done.  

	
	


	

	


	Customer Service

· Act as the first point of contact for all passengers on behalf of the organization.

· Contribute to establishment and development of the organization’s goodwill/ reputation by presenting a professional image at all times.

· Responsible for safety of passengers and are specially trained to deal with security and emergency situations.

· Establish and maintain good relations with passengers. Respond to customer inquiries and problems by providing information or directing requests to others who can supply the necessary information or service.

· Assist passengers in various ways like lost luggage, general enquiries and helping disabled customers. 

· Continually develop an understanding of company’s culture, products, ethical initiatives, other areas of business and reflect this in everyday performance.


	Ground Crew Services

· Perform basic ground equipment service. 

· Handle stowing, pick up delivery of mail, express, baggage, freight and cargo.

· Maintain the ramp area, building and equipment in a clean, presentable condition.

· Provide assistance in loading and unloading clients' luggage and conduct security checks.  

· Manage ground crew operations particularly handling cargo and dangerous goods.

· Meet arriving flights, help prepare and clean cabin for departure including any other ad-hoc requests as needed.


	Cargo Handling Functions

· Safely and accurately load and unload aircrafts in a timely manner as directed by aviation load masters, load supervisor and aircraft crews.

· Load passenger baggage, mail, food supplies, commercial freight, or any other cargo going on the flight.

· Stack and secure baggage on carts making sure it gets to correct destination.

· Accompany aircraft as a member of the flight crew in order to monitor and handle cargo in flight.

· Distribute cargo in such a manner that space use is maximized.

· Calculate load weights for different aircraft compartments, using charts and computers.

· Conduct Foreign Object Debris (FOD) cleanups to ensure a safe ramp.

· Clean aircraft including laboratories and windshield and de-icing the plane.



	
	


	Hostess - Le Royal Meridien Beach Resort & Spa Dubai
· Attending to all guests who approach reception area in a timely / professional manner.

· Ensuring guests are promptly greeted and comfortably seated while entering their data immediately and accurately using Respak / Micros systems.

· Advising guest according to their preferences as well as informing them about different restaurants in the hotel mentioning the happy hours discounts or promotions of the day.

· Ascertaining checks are correctly priced and well presented, signed appropriately and returned to cashier desk.

· Managing cash float and receiving reservation calls and emails. 

· Attending daily hotel briefing and informing all supervisors of daily activities in the hotel.

· Performing other duties as requested by management.

· Reporting all hazards and upholding awareness of emergency procedures.

· Maintaining high standards of personal hygiene while fostering hospitality, being charming and pleasant. 



	Receptionist / Administrator - Boecker Public Health LLC
· Responsible for managing and directing front office. Welcomed visitors and attended to their needs.

· Provided support to professional sales associates and trainers by scheduling training calendar.

· Managed appointment calendars, scheduled meetings and conferences and coordinated meeting arrangements. Likewise, handled extensive-complex travel arrangements, schedules and reservations including preparation of travel itineraries/agendas.

· Received, screened and transferred all calls to respective departments.

· Set up and maintained filing and record retention. Created databases of client's information. 

· Supported General Manager using variety of software packages such as word processing, spreadsheets, graphics and MS Outlook to produce and distribute letters, memoranda and reports.

· Attended meetings and prepared minutes. Also, designed certificates for all trainings conducted then accordingly sent the same to Dubai Municipality for attestation.

· Sent invoices and followed up for payments as well as done various other duties as assigned.

· Helped in implementation and purchase of stationeries as well as miscellaneous items.

· Maintained customer care and products knowledge.

	
	


	Receiving Officer In-charge - Safepak Industries Ltd.
· Rendered receiving and logistics functions for one and a half year: managed all logistics functions and assets to ensure good cost and timely deliveries; received and verified deliveries of materials/goods.

· Issued materials to internal/external customers while ensuring quality control and customer care.

· Monitored stock levels and initiated re-ordering process.

· Maintained records of stores transaction documents and good storage of raw materials.

· Carried out transport management and generated report in correspondence with logistics movements.



	Sales & Marketing Executive - Techpak Industries Ltd.
· Performed internal/external sales while fostering customer care and relations.

· Managed customer follow up and accounting of payments.

· Carried out marketing of new products and maintained sales promotions while spearheading merchandizing and marketing team. Also, handled stock taking and controlling.

· Responsible for preparing daily, weekly and monthly reports.

· Demonstrated thorough knowledge of basic cashiering as provided by Accounts Department and proficiency in cash handling, book keeping and cash transfers.



	Executive - Magana Flowers (K) Ltd.
· Attached and trained in the purchasing and stores department for six months.

· Responsible for inspection of goods and materials for deliveries, verified LPOS/Order including invoices. 

· Managed stock taking and issuance of goods and material.

· Ensured good materials storage and followed up suppliers.



	
	


	· Service Culture

· Health & Safety Emergency Procedures

· Food & Beverage Services



	
	


	Member, Chartered Institute of Purchasing & Supplies, Cips UK


	
	


	

	Nationality
	:
	Kenyan

	Date of Birth
	:
	25th July 1984

	Marital Status
	:
	Single

	Visa Status
	:
	Employment Visa

	Languages
	:
	English &Kiswahili 

	IT Skills
	:
	MS Office Suite, E-mail & Internet applications


	
	

	


Profile Summary





STRENGTHS





2+ years Gulf-experienced Professional


Excellent Customer Service Orientation


Adherence to set policies & procedures


Knowledge in Ground Crew functions


Communication & Interpersonal Skills


Can deal with multicultural clientele at all levels


Dedicated & Sincere Team Player


Service oriented with high stress tolerance


Commitment to Service Excellence


Hard Working & Calm Natured





Qualifications





Experience Snapshot





Capabilities





Role Played











Personal Details





Achievements





Trainings





Affiliation
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