GRACE
GRACE.223399@2freemail.com 

CAREER OBJECTIVES

I am a charismatic and ambitious individual with keen interest in developing, strengthening knowledge & skills in my chosen career. Through education and technical skills experience acquired I am looking for an opportunity to build on this foundation to achieve my vision of providing high quality & memorable service to my employer. I am Interested in an organization that offers me a supportive & learning environment to achieve this vision. 
WORK EXPERIENCE
COMPANY:  IBIS HOTEL DUBAI
POSITION:  HOSTESS
DATE : 2012  -  2014
Responsibilities 
· Making sure all menus of the hotel are wiped and stain free.

· Checking with housekeeper and ensuring all doors are clean and stain free.

· Following up with reservations and taking initiatives regarding the same.

· Planning  out the guest seating list and the reservations
· Giving  a warm welcome to the guests, escorting them to their tables, pulling out the chairs , and presenting menus

· Making sure that the guests have been seated at their respective tables

· Making sure you interact with the guest while taking an order. Give and accepting creative suggestions regarding the food menu; make the conversation with the guests lively.
WORK EXPERIENCE

COMPANY:  IBIS HOTEL DUBAI

POSITION:  IN ROOM DINNING ORDER TAKER
DATE        : 2011  -  2012

Responsibilities 

· Accurate take Guest orders by means of Phone, ensure that Guest name, Room number
· Guest order and Delivery timings are clearly registered. Follow established phone courtesy standards and 

actively sell food and beverage using up
·  Monitor guest orders and ensure that all guest orders are delivered within the quoted time. 
·  Coordinate guest amenities with Executive office and follow up with front desk and Housekeeping of 

any room changes, cancelations, do not disturb rooms.

COMPANY: SHERATON CREEK HOTELDUBAI
POSITION: WAITRESS

DATE
  :  2010- 2011
Responsibilities 

· Taking any of the order from the guest either food or drinks
· To work hand in hand with the hostess as l do the table allocation and set up
· To perform other assigned duties when required by outlet managers and supervisors for examplerestaurant setup
· Providing the best service to the guest and to be there for them as well 
· Receiving guest payment and process transaction  
· Clearing and cleaning tables promptly according to the standards
· Informing the guest of the specials of the day
COMPANY: FAMILY CORNER, KENYA
POSITION: CUSTOMER SERVICE AGENT
DATE
  :  2007- 2009
Responsibilities

· Providing customers with information before and during purchasing.
· Informing customers on current offers and after sales services
· Listening to customer suggestions and complaints as well helping to solve them.
· Entering customer’s data to our customer service database.
· Offering informed guidance on products.
· Training staffs on their customer service responsibilities

· Anticipating on customer’s needs and requirements and reaching out to give a hand.
ADDITIONAL SKILLS
Computer Skilled ( MS Office)
Cashiering.
EDUCATION
1990- 1998:

Riruta Satellite primary school
1999- 2002: 

Nembu High School
2003- 2005: 

Kenya Utalii College
Hotel Management and Computer Learning

