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Objective
A persuasive and articulate person looking for a suitable position with a company that will give me the chance to develop a long term career path within their business. Am an individual with negotiating skills and the ability to come up with valuable ideas. I have a strong desire for success, enthusiasm and a willingness to work hard, effectively and efficiently. I am charismatic, results driven, can add value to any business and will go that extra mile to deliver results. Having excellent communication skills, I am able to meet and liaise with clients to discuss and identify their requirements. 
Skills & Abilities

· Good command of Microsoft Office including (Word, Excel, Power- point, Project, Visio)
· Customer service professional, Telephone Skills and Hospitality

· Positive and proactive

· High attention to details and able to work under pressure

Employment

Dec 2012 – May 2014                      Hotel Apartments - Dubai UAE
Front Desk Officer 

         
Responsibilities;
· Registers guests and assigns rooms, accommodates special requests whenever possible.

· Assists in pre registration and blocking of rooms for arrivals.

· Thoroughly understands and adheres to proper credit, checks cashing, and cash-handling policies and procedures.

· Understands room status and room status tracking.

· Knowing room locations, types of rooms available and room rates.

· Uses suggestive selling techniques to sell rooms and to promote other services of the hotel.

· Coordinates room status, updates with the Housekeeping Department by notifying them of all check outs, early check in, special requests and day use rooms.

· Possesses a working knowledge of reservation department, takes same day reservation and future reservation when necessary. Knows cancellation procedures.

· Follows procedure of issuing and closing safety deposit boxes by guests.

· Uses proper telephone etiquette

· Uses proper mail, package, and message handling procedures.

· Reads and initials the logbook on a daily basis. Be aware of daily activities taking place in the Hotel.

· Reports any unusual occurrences or requests to Supervisor or designated Manager.

· Knows all safety and emergency procedures.

· Maintains the cleanliness and neatness of the front desk area.

· Understands that business demands sometimes make it necessary to move employees from their accustomed shifts to other shifts.

· Develops a thorough knowledge of computer system, room allocation and types of rooms.

·   Stays up to date on room rates, packages, discounts, and how to handle each as well how each relates to each department.

· Develops a detailed knowledge about the Hotel staff, services and hours of operations.

· Complete check in and check out procedures.

· Obtain house bank and keep it balanced.

· Post charges to guests’ accounts.

· Transfer guests’ balances to other accounts as required.

· Take departmental readings at the beginning of each shift.

· Handle cash, travelers, cheque, credit cards and direct billing requested properly.

Jan 2011 – Nov 2012

Reef Hotel – Mombasa, Kenya
Receptionist/Telephone Operator
Responsibilities;
· Assisting in keeping the hotel reception area clean and tidy

· Welcoming guests to the hotel, check-in and check-out guests

· Dealing with enquiries in a professional and courteous manner in person and over the phone

· Handling incoming and outgoing telephone calls

· Receiving messages and relaying to guests and relevant departments

· Providing local information to hotel guests

· Responding to guest’s requests, complaints and enquiries

· Any other duties as instructed by my superiors 

Education:
Jan 2010-Dec 2010



Amboseli Institute of Hospitality, Kenya
Diploma in Front Office



2006 - 2009                 


Moi Force High School, Kenya 
Kenya Certificate of Secondary Education 
1998 - 2005




Pleasant View Academy, Kenya

Kenya Certificate of Primary Education 
Languages:
English, Swahili and German
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Personal Data:





Nationality:		 	Kenyan


Date of Birth:			Feb 2nd , 1991


Visa status: 			Visit visa


Marital status:		Single





					











