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Career Objectives 
Looking for a position where I can get the right platform to uplift my career and where I can prove my credibility while being innovative, dedicated and flexible by applying my knowledge towards my work for strengthening my company’s image in market.

Professional Experience

Company Name
:
Calendar Shop (South Africa)
Position

:
Administration Assistant
Duration

:
Sep 2013 – March 2015
Job Responsibility
· Data capturing and assisting with office administration
· Photo scanning and editing in In-Design

· Handling relevant order communications with customers.

· Updating customer details on our records.
Company Name
:
Milka Cuisine (South Africa) 

Position

:
Waiter

Duration

:
May 2012- Aug 2013

· Escorting guests to tables 

· Take customer's orders, serve food and beverages, prepare itemized checks, and sometimes accept payments. 

· setting up and clearing tables

· Check the identification of patrons to ensure they meet the minimum age requirement for the purchase of alcohol and tobacco products.

· Inform customers of daily specials. 

	· 
	· Present menus to patrons and answer questions about menu items, making recommendations upon request. 

· Check with customers to ensure that they are enjoying their meals and take action to correct any problems. 

· Assist host or hostess by answering phones to take reservations or to-go orders, and by greeting, seating, and thanking guests.

· Remove dishes and take them to kitchen for cleaning, clear tables or counters.


Company Name
:
Alcatraz Fashion Boutique (Zimbabwe)

Position

:
Sales Assistant

Duration

:
Sept 2010-April 2012

Job Responsibility

· Displaying items
· Handling customer request and queries
· Serving customers
· Advising customers on their purchases
· Ordering, managing and taking out stock
· Helping with promotions
· Overseeing deliveries
· Maintaining good customer relations
· Making sure sales targets are met
Skills

· Polished, professional customer service representative.
· An unwavering commitment to customer service, with the ability to build productive relationships, resolve complex issues and win customer loyalty.

· Strong interpersonal and communication skills.

· Fluent in English reading, writing and speaking.
Professional Qualifications
       I.T Business Campus Capetown South Africa  

· Data Capturing & office admin Certificate- (2013)
Educational Qualifications
ZIMSEC Ordinary Level Certificate- (2006-2009)
	Computer Skills:
	Microsoft Office
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