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PERSONAL INFORMATION
Birth Date: 19 January 1983
Gender: Female
Nationality: Kenya
Residence Country: Dubai, United Arab Emirates
Visa Status: Residency Visa
Marital Status: Single
Number of Dependents: 0
Career Statement

I am a customer service and reservations agent with experience in the UAE hospitality industry. I have a sound knowledge of using hotels software, online travel agency reservations management, guest management and operating office equipment. I am friendly, dedicated and I have the ability to multi-task and solve problems.
Work Experience

Guest Relations Assistant
Splendor Hotel Apartments, Dubai, UAE April 2014 to Date
The company owns and manages two hotel apartments with 120 rooms in Al Barsha and Bur Dubai.
· Guest reservations through the hotel system. 
· Managing the room inventory on online travel agencies. 
· Direct sales to walk-in clients, email marketing and handling calls. 
· Checking in, checking out guests and posting charges. 
· Cash management and report consolidation. 
· Updating guest systems and preparing management reports. 
· Coordinating house-keeping and guest requests. 

Customer Service Assistant Utalii Hotel, Nairobi, Kenya 2009 to February 2014
Utalii Hotel is a four star hotel leisure facilities, dining and conference services.
· Making bookings for conference, leisure and dining clients. 
· Preparing meeting rooms for conferences and events. 
· Supporting marketing team through emails, telemarketing and direct sales to walk-in clients. 
· Distributing service tickets to different departments. 
· Updating guest systems and preparing management reports. 
· Promoting customer engagement activities including corporate social responsibility events. 
Qualifications and Skills

Diploma in Mass Communication – 2009
Kenya Institute of Mass Communication, Nairobi - Kenya
Certificate in Food and Beverage Production – 2006
Utalii College Nairobi - Kenya
Certificate of Proficiency in Computing – December 2005
INtel College, Nairobi - Kenya
