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CAREER OBJECTIVE: 
Seeking a challenging, career opportunity in a busy and dynamic work environment and to utilize my abilities and expertise to its full potential in Administration or customer service management, self motivated personality with ability to work effectively, Customer Focus, Problem Solving, Decision Making and a quick learner.
	PERSONAL INFORMATION:


	Nationality:
Visa Status:
	Kenyan
Employment

	
	

	
	

	PROFESSIONAL EXPERIENCE:


	Sept 2014 – Apr 2015
Aug 2011 – May 2014
Jun-2010 – July 2011

Dec 2008- June 2009


	· Secure Parking LLC – Control Room Operator/Telephone Operator
· Dar-Jana International School- Kingdom of Saudi Arabia (K.S.A) - Receptionist
· Milele Beach Resort (Msa-Kenya) – Telephone Operator ( Training)
· Nakumatt Mega Super Market ( Msa-Kenya – Visual Merchandiser (promotion of product)

	Sept 2014-April2015

Aug 2011- May 2014


	Control Room Operator /  Telephone Operator

Company/Industry: Secure Parking LLC –United Arab Emirates
Responsibilities:  
· Monitoring of all areas of the car park using CCTV and other monitoring equipment to ensure the safe guarding of customers, staff and equipment
· Coordinating and deploying of staff to areas of the car park when assistance is required through the use of remote control radios/ Walkie Talkie

· Assisting customers through the use of intercom systems 

· Writing Incidents reports 

· Acting as control operator for health, safety and emergency incidents, liaising and notify Control Room Manager when appropriate.
Receptionist

Company/Industry: Dar Jana Int. School –Kingdom Of Saudi Arabia
Responsibilities:  
· Receives and process incoming and outgoing mails
· Files correspondence and other records
· Answering calls and assist in administrative work
· Booking appointment for teachers and parents.
· Performs any other duties which may be allocated form time to time
· Keep kids in Play Centre when they delayed pick- up


	Jun-2010 – July 2011


	Telephone Operator:

Company/Industry: MILELE BEACH RESORT (MSA-KENYA)
Responsibilities:

· Receiving and answering inbound calls from potential guests/current guests regarding inquiries, request or complaints in a timely and efficient manner.

· To be aware of all activities within the hotel. By providing accurate information in a clear courteous and professional manner.

· Maintains a log book on each shift for any information on guest comments. And to participate in training sessions.

· Ensuring as far as possible, that all complaints and concerns are attended to speedily. 

· Performs any other duties, which may be allocated from time to time. I.e. making restaurant reservations bookings

	Mar 2008 - Dec 2009


	Visual Merchandiser

Company / Industry:   Nakumatt Mega Super Market : 

Responsibilities:  
· Visual display and merchandising standards in the store 

· Creating of communication boards on promotions and store activities 

· Proper handling and maintenance of in-store visual display equipment 

· Conducting daily floor walks to check for damages on visual display 



	
	· HIGHLIGHTS: - School Girls Scout( Kenya Girls Guide Leader)

	EDUCATION:
Jan 2009 – Dec 2009

Jan 2011- May:-

Feb 2005- Nov 2008:
	TEBOTECH TECHNICAL TRAINING INSTITUTE:- Course Attained
1. Front Office Management 
2. Certificate in Computer Applications
                              Operating System: Windows 95 , 98 & 2000
                              Microsoft Office : Word, Ms Excel and Access
Kenya Methodist University: -Pursuing Certificate in Languages -                                         Germany.

TRAINING PROGRAM AND CERTIFICATIONS TO CREDIT: 

St Charles Lwanga Secondary School –

 Kenya Certificate for Secondary Education.


SKILLS: -

	Skill
	Skill Level
	Years of Experience
	Last Used

	Customer service abilities and leadership skills.
	Expert
	More than 10 years
	1 month or less

	
	
	
	

	
	
	
	

	Computer literate, Excellent Analytical, Communication & Interpersonal Skills, Ability to perform under pressure
	Expert
	More than 10 years
	1 month or less


LANGUAGES: -

	Language
	Skill Level
	Years of Experience
	Last Used

	English 
	Expert
	More than 10 years
	1 month or less

	Arabic ( Speak Only )

	Fluent
	More than 2 years
	1 month or less


