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PERSONAL PROFILE

NATIONALITY                                    KENYAN                      

SEX                                                        FEMALE

MARITAL STATUS                             SINGLE

RELIGION                                            CHRISTIAN

LANGUAGE                                         ENGLISH          

OBJECTIVE

Working in a competitive environment that permits free decision making and delivering services to my potential to achieve the set targets of the organization. Apply and demonstrate the acquired skills at the workplace so as to meet the company’s goals and objectives.

PERSONAL ATTRIBUTE

I am an ambitious result oriented and self-motivated lady who will work smart and

Excel in any environment. In addition I am a quick learner hence able to adapt easily to new environments and duties. I am hard-working, able to meet my deadlines and also able to

Form good relationships with both peers and seniors.

WORK EXPERIENCE

AMEE MANAGEMENT LIMITED - REAL ESTATE
From Jan 2011- To Date               
Position: CUSTOMER SERVICE/OFFICE ASSISTANCE
Duties

· Receiving all the inbound and handling out bound calls
· Maintains call center database by keeping records
· All company data entry 
· Answering inquiries by providing information to the clients through emails or calls
· Promotes and maintains good public relation
· Co-ordinates with all departments concerned in order to maintain front office functions      properly.
· Handles guest complaints and other related problems and reports to assistant managers.
· Process orders ,forms and application for the clients
· Welcoming customers and assist them with they inquiries.
· Prepare documents such as representation contracts, purchase agreements, and leases.

· Co- ordinate property closings, overseeing signing of documents and disbursement of funds.

· Promote sales of properties through advertisements, open houses, and participation in multiple listing services.

· Solicit and compile listings of available rental properties.

· Arrange meetings between buyers and sellers when details of transactions need to be negotiated.

· Present to customers the latest update offers on the properties 

DANCOURT   HOTEL MOMBASA 

Feb 2010 – Dec 2010

Position: Receptionist

Duties

· Answering calls and providing information about the hotel facilities.

· Booking the clients by phone or emails
· Welcoming and checking inn guests as well as processing group arrivals.

· Completing the procedures when guest arrive in the hotel by escorting them to they respective rooms.
· Transferring calls to the right extensions.

· Dealing with complaints and directing them to the manager.

· Preparing newsletters and other work assigned by the manager.

SUNVIEW HOTEL 

Feb 2009 – Jan 2010

Position: Waitress

Duties

· Greeting guests and making them comfortable & giving them menu.

· Describing and explaining the menu.  

· Take orders from guests and refill their beverages.


· Making sure the customer has at least a satisfactory dining experience

· Handling customer complains

· Maintain cleanliness at all times

EDUCATION BACK GROUND

INOORERO UNIVERSITY
2012 Jan - Dec 2012 

Certificate in Business Management  

ORIONE TRAINING CENTRE                                                                                   

2008 Dec–2009 April                       

Computer Studies Certificate

IGIKIRO SECONDARY SCHOOL

Year 2005 – November 2008                

Kenya Certificate of Secondary School

Attained C- (Minus)

OTHERS RESPONSIPILITES

Dormitory Captain

Time Keeper

Badminton Captain

HOBBIES

Playing Badminton

Reading Novels

Traveling,

Socializing

REFERENCE

Upon request

