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DATE OF BIRTH

: 28 Sept. 1986
NATIONALITY

:Kenyan
LANGUAGES 

: English, Swahili
GENDER


: Female
MARITAL STATUS

: Single
VISA STATUS

:Tourist Visa
CAREER OBJECTIVE
To enhance my company vision with the already gained experience in hospitality and public relation to the highest level, ready to learn and explore new experience and challenging work environment.
ACADEMIC BACKGROUND
TEMPLE COLLEGE-DIPLOMA INFOOD BEVERAGES AND HOSPITALITY MANAGEMENT
KAIMOSI GIRLS HIGH SCHOOL– (K.C.S.E) KENYA CERTIFICATE OF SECONDARY EDUCATION
MAMBAI- (K.C.P.E) KENYA CERTIFICATE OF PRIMARY EDUCATION
PROFESSIONAL WORK EXPERIENCE

Kenya Airways-

FEB.2012-JAN.2014
Position: Front office/Receptionist
Duties andResponsibilities
· Deliver excellent customer service, at all times
· 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.
· Report any maintenance issues immediately to line manager, including all furniture, fittings and equipment
· Provide reports, as required, for housekeepers and management
· Be responsible for evacuation, in cases of emergency, acting as first point of contact for guests and the emergency services
· Keep up to date with current promotions and hotel pricing, to provide information to guests, on request, while maximizing bedroom sales opportunities
· Fulfill all reasonable requests from guests to ensure their comfort, satisfaction and safety
· Conduct regular security checks throughout the day and report any security issues to line manager
His & Her Beauty Palour & SPA


FEB.2015-JAN.2015
Position: Front office/Receptionist
Duties and Responsibilities




· Greet guests and patrons as they arrive
· Ask if guests have a prior booking
· Manage the registration process.
· Provide guests with room keys and call for bellboys
· Take reservations over the telephone, through emails and in person
· Answer queries regarding the hotel’s services, charges, dining facilities, sports facilities and travel directions
· Ask for identification and ensure that the provided credentials are accurate
· Handle guest check-ins and check-outs appropriately
· Operate hotel switchboard, take calls and provide information and transfer calls
· Manage accurate accounting of all rooms
EXTRA SKILLS
· I feel responsible for my actions and to my work.
· Good team player.
· Quick leaner.
· Leadership capabilities
· customer service orientation
· information management
· reliability and integrity
HOBBIES
· Socializing
· Dancing
· Singing
· Travelling
Referees to be furnished upon request
I hereby declare that the above information is true to the best of my knowledge.






