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Diligent, detailed-oriented Administration Assistant knowledgeable of all office functions, with solid background In the Hospitality field and excel at multitasking in a fast-paced environment with a superior telephone, customer service and computer skills with proficiency in Ms Word, Excel, PowerPoint ,PageMaker, Outlook and Access.
OBJECTIVES:
To work and serve in a challenging position that gives me exposure on different areas thus utilizing my potential.
EDUCATION

Microcare Computer College
Certificate in Computer Packages. 

Lizton Commercial College

Hotel management and Catering, 
Certificate and Diploma (ICM)
Mulango Girls High School
Kenya Certificate 0f Secondary Education (KCSE)
SKILL
Able to speak and communicate effectively in English, Kiswahili with a little knowledge of French.
WORK EXPERIENCE
Dollar Rent a Car- Car Rental Clerk, June 2011
Duties & Responsibilities:
· Welcoming & Attending to customers.
· Booking & assigning cars to customers.

· Following up on pending payments and over dues from the customers.

· Making daily reports

· Advising customers regarding their preferred cars & documents needed for renting a car.
· Checking the car to make sure it’s in good condition for renting.

· Assisting customers in case of breakdowns.
SimbaTelecoms – Sales Executive Aug 2010- March 2011

Duties & Responsibilities:
· Negotiating the terms of an agreement and closing sales;

· Challenging any objections with a view to getting the customer to buy;

· Liaising with suppliers to check the progress of existing orders;

· Checking quantities of goods on display and in stock;

· Recording sales and order information and sending copies to the sales office;

· Reviewing your own sales performance, aiming to meet or exceed targets;

· Gaining a clear understanding of customers' businesses and requirements;

· Attending team meeting and sharing best practice with colleagues.
Grand Moov Hotel( Dubai) - Business Centre Assistant / Telephone Operator / Receptionist, June 2007 -  July 2010
Duties & Responsibilities:

· Manage day to day administrative functions, which consist of greeting, assisting, answering telephone calls, data entry and billing of the guests.
· Assisting guests in internet, faxing, scanning, printing, photocopying, typing and general guest relations.

· Ensuring customer satisfaction through quality service and attention.

· Checking in /out of guests, Receiving and handling guest’s grievances.
· Give directions to Guests, and informing them of the different tourist attractions.
Nairobi Java House - Cashier, Aug 2005 - May 2007
Duties & Responsibilities:

· Welcoming customers, processing their orders, ensuring customers requirements are understood and met.
· Collect sales cheques and preparing receipts, follow up on outstanding payments with clients.

· Preparing weekly consolidated sales reports.

· Handling the computerized cash machine and banking.

· Resolving customer’s issues and concerns.

Rafiki Clinic - Volunteer, 
Duties & Responsibilities:

· Document patients data into the computer system

· Schedule and greet patients.
· Answering telephone calls, data entry, billing and coding of patient’s documents.

Mountain Rock Hotel - Receptionist, Sep.2002 - Jan.2003

Duties & Responsibilities:

· Receiving, hosting and booking in of guests.

· Handling in/outgoing calls, filling and operating the switchboard.

· Making travel arrangements and diary management

· Handling guest’s complaints and resolving them in reasonable time.

· Preparing and dispatching quotations to guests as per company norms and directives.
· Reconfirm guest’s tickets to different Airlines a day before checkout.
Kenya Continental Hotel - Receptionist, Oct.2000 - Aug.2002

Duties & Responsibilities:

· Hosting and welcoming guests, making bookings for guests.

· Handling in/outgoing calls, filling, analyzing data, and making travel arrangements for the guests.

· Provide general office support to the office team and public relations.

· Provide information and guidance to guest’s of the hotels formalities, hotel information and transport management.

· Perform other duties as assigned by Management.

Steers Restaurants - Cashier,Apr.1999 – Oct 2000

 Duties & Responsibilities:

· Ensuring prompt guest service in getting correct orders and change.

· Handling customer complaints and addressing them reasonably.
· Balancing sales accounts, running a computerized retail register system.
· Worked as a team to ensure customer satisfaction.

· Post in detailed register totals, receipts, shortages, overage and refunds.
Parliament Staff Canteen - Cashier, jul.1998 - Apr.1999

Duties & Responsibilities:

· Taking customers order, handling their complaints on change and food presentation.

· Managing the cash register, balancing sales and preparing sales reports.

· Making requisitions and handling invoices for the canteen.
· Provide knowledgeable assistance to customers.

· Maintaining all assigned stations keeping them clean, well stocked and attractive at all times.


 Traveling, Reading, swimming, music and socializing.
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