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CAREER OBJECTIVE
To develop my skills to levels that is unlimited with scope to come up with innovative creations and provide the excellence in execution of duty. To gain as much experience as possible through sharing of skills and ideas within the industry.
CAREER EXPERIENCE
THE FIRST GROUP-DUBAI U.A.E
TELESALES ADMIN SUPPORT

JAN 2013 TO JAN 2015
DUTIES
Responsible for all administrative duties to a telesales team of over 100 members, with duties including:

1 Distributing new leads to the team on a timely and fair manner

2 Booking training rooms on behalf of team and arranging team rebuilding exercises
3 Ordering stationary and equipment

4 Running daily, weekly and monthly reports on team performance and targets for management
5 Running bonus reports for salary payments for the team

6 Liaise with HR for team requests 
7 Reviewing and responding to all email enquiries from the team

8 Maintaining vacation records for the team and all other documents

9 Printing all necessary documents on behalf of the team and management

10 Distributing all mail correspondence

11. Raising refund requests for clients

12. Any other Admin duties which may be assigned from time to time

THE FIRST GROUP-DUBAI U.A.E
TELESALES EXECUTIVE

APRIL 2012 TO DEC 2012
DUTIES

1 Promoting property investment opportunities in Dubai through telesales

2 Selling of investment opportunities in Dubai

3Organising inspection visits for prospective clients

BLOOMINGDALES B-SHINE SALON FOR MEN-DUBAI U.A.E 
NAIL TECHNICIAN
JAN 2010 TO MARCH 2012
DUTIES
1 Being prompt with each appointment and perform services within the appropriate time allocated for the service
2 Provide consistent professional nail, hand and foot treatments in accordance with spa procedures and accepted practices
3 Properly care for company equipment and use products appropriately to assist in cost control
4 Actively promote salon treatments and services
5 Handle client queries and concerns professionally and courteously
6 Perform prep work and properly clean and restock work area as required
7 Maintain a positive attitude and contribute toward a quality work environment
Assist in all areas of salon operation as requested by management
KEY CONTRIBUTION
Pioneers of Bloomingdales B-Shine Salon for men, helping in setting up the salon and ensuring smooth start when Bloomingdales Dubai was opened on the 1st of February 2010.
MONTGOMERY GARDENS- ZIMBABWE
LODGE MANAGER
JULY 2003-DEC 2004
DUTIES
Mainly responsible for the Marketing and Personnel function of the lodge whose duties included but were not limited to:
1 Guest relations, client welfare and customer service
2 Maintaining and expanding client base
3 Formulating sales promotion strategies to increase sales
4 Implementing competitive pricing and tariff structures to maximize profitability
5 Formulating and marketing lodge’s conference and function packages
6 Staff training
7 Staff supervision
8 Preparation of staff payroll
9 Staff hiring and dismissal
10 Attending to staff disciplinary hearings and attending to any staff problems
11 Drawing up monthly sales reports for the Managing Director
12 Budgeting lodge expenditure and doing budget forecasts with Managing Director
13 Any other duties as assigned to by Managing Director
KEY CONTRIBUTION
Maintaining relationships with key clients in a very competitive environment
Pioneering of the lodge and helping in se
ZECO ENGINEERING-ZIMBABWE
ACCOUNTS & PERSSONNEL CLERK
JAN 2003-JUNE 2003
DUTIES
1 Issuing petty cash and petty cash reconciliation
2 Making follow ups on payments
3 Receiving and receipting of cash and cheque payments
4 Invoicing and documentation
5 Preparation of junior staff payroll
6 Issuing out wages to contract staff
7 Establish and maintaining effective work team relationships with all personnel and departments
8 Attending to junior and contract staff queries and problems
FOUNDATION BUSINESS COLLEGE-ZIMBABWE
HOTEL STUDIES LECTURER
SEPT 1999-DEC 2002
DUTIES
Lecturing of Hotel and Catering subjects at both Certificate and Diploma levels
Taking students on educational tours
Assign and mark student assignments
Evaluating students understanding and performance through regular tests
Attending to all issues of an academic nature
HOLIDAY INN-ZIMBABWE
TRAINEE (college attachment)
JAN 1997-APRIL 1997
Covered different departments within the hotel.
EDUCATION AND CERTIFICATIONS
 CERTIFICATE IN PERSONNEL MANAGEMENT 2003 





(INSTITUTE OF PERSONNEL MANAGEMENT OF ZIMBABWE)

DIPLOMA IN HOTEL & CATERING MANAGEMENT 1998





(INSTITUTE OF COMMERCIAL MANAGEMENT)

CERTIFICATE IN COSMETOLOGY 2008 (HEXCO) GCSE O LEVEL                                          














CURRENT STUDIES

CERTIFICATE IN OFFICE ADMINISTRATION WITH NADIA TRAINING INSTITUTE DUBAI (awaiting results and certificate)
PERSONAL INFORMATION

D.O.B





03 APRIL 1980

GENDER




FEMALE

NATIONALITY




ZIMBABWEAN

MARITAL STATUS



SINGLE

TECHNICAL SKILLS
1 MS WORD, MS EXCEL, DESKTOP PUBLISHER
2 SOFTRITE PAYROLL TRAINING
3 CRM

4 HRMS

5 ARGO

KEY ACHIEVEMENTS
Best student in Cosmetology class of 2008 with 6 distinctions
2nd best lecturer in 2001 and 2002 with over 90% pass rates
STRENGHTS
FAST LEARNER
EXCELLENT COMMUNICATOR
GOOD INTERPERSONAL SKILLS
ABILITY TO WORK UNDER PRESSURE
