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Personal Profile

Date of Birth
:
3rd September 1987
Civil Status
:
Single 

Gender


:
Female
Nationality
:
Kenyan
Language
:
English, Swahili 
Visa Status
:
Visit Visa 
Objective

Seeking a challenging position in an organization, where I can utilize my experience to increase product sales and enhance customer satisfaction by adding value to the current services offered to customers.
Work Experience

Twiga Tours, Nairobi, Kenya
Duration: April 2011 – August 2014
Job Position: Customer Service Agent and Cashier 
Job Responsibilities:
· Provide first level customer service support such as responding to general enquiries and attending to visitors and clients

· Perform administration duties for the Manager and other Directors in the Group office.

· Marketing and sales support including handling all incoming and outgoing correspondence including e-mails to the general address.

· Managing the executive calendar meeting and Managers diary.

· Prepare venue, participants materials and minutes and disseminate professional reports emanating from meetings.

· Manage all travel arrangement for the Director and Group Managers; in liaison with the procurement and accounts department.

· Ensure that office equipment are maintained and breakdowns immediately reported.

· Devising and maintaining office systems, including data management and filing
· Operate petty cash and handling confidential documents.
Woolworth, Nairobi, Kenya 

Duration: March 2009 – March 2011
Job Position: Sales Associate and Storekeeper
Job Responsibilities:

· Greeting customers entering the establishment

· Representing the brand in a professional manner

· Follow up on the stock (Merchandising)

· Adhering to company Policies and Procedures

· Meeting and sometimes exceeding sales target

· Participate on promotions and discounts

· Providing adequate and useful information to customers to enhance consumer satisfaction about the product

· To ensure that customers are satisfied with the product having good information about it.
Safari Park Hotel, Nairobi, Kenya  

Duration: October 2006 –February 2009
Job Position: Front Office  
Job Responsibilities:

· Greet Customers  entering the hotel with smile 

· Assist in keeping the hotel reception area clean and tidy, at all times

· Deal with all enquiries in a professional and courteous manner, in person, on the telephone or via e-mail

· Administer all reservations, cancellations and no-shows, in line with company 
· policy

· Keep up to date with current promotions and hotel pricing, to provide information to guests, on request, while maximizing bedroom sales opportunities

Educational Qualification

· Diploma: Certified Public Accountant







                                                                                              2011
Visions Institute of Professionals 
· Higher Diploma: Computer Packages


                       2006
FranTech Computer Consultants 
· High School Certificate: K.C.S.E




2005
Kambaa Girls High School
Skills and Competencies

· Achieve sales targets set by the management

· Amazing ability to walk, sit and stand for long times without getting tired.

· Usage of general accounting knowledge

· Superb interpersonal skills and exceptional ability to for greater customer satisfaction

· Excellent communication skills

References:

Can be provide on request

Declaration

I declare that the information provided above is true and correct to the best of my knowledge.
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