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PERSONAL DATA

Date of Birth     :    1st January 1992

Nationality        :     Kenyan

Marital Status   :    Single

Languages         :    English and Kiswahili

OBJECTIVE

I intend to make a positive contribution to the corporate vision of an organization by putting in my experience, skills, academic and professional qualifications to see the entity hit its targets and in return stand a better chance to hit my personal development milestones. 

PROFFESIONAL QUALIFICATIONS
 1stApril 2015 to June 2015 (Left after retrenchment by the employer who had over hired)
Raddison Royal hotel Dubai. TRE Restaurant by Roberto Rella.

Receptionist/Hostess

Duties and Responsibilities.

· Make sure all menus are wiped down, free of spots or stains, and complete. 

· Make sure entry doors are clean, free of debris and inviting. 

· Check with phone reservationists, or answering machine messages to assure you have all   reservations. 

· Check with manager to assure there are no large or private parties you do not know about. 

· Check with kitchen to see where they stand. See if they are behind or if they are out of anything. 

· Plan out the seating chart and organize the reservations (planning is everything when running an effective host stand). 

· Greets guests, escorts them to their table, pull seat out for the ladies, and present menus. 

· Make sure the server is aware they have been sat. 

SERVE U COMPANY UAE:   Abudhabi Airport 1st April 2013-to December 2014
Customer Service
· Housekeeping

· Ensure customer satisfaction through proper and professional service delivery

· Professional relations with our client and third party customers

NAKUMAT ELECTRONICS – 2012 TO 2013

Job Title: customer care / sales representative
DUTIES: 

· Achieve and exceed the allocated sales target for new products, 

· Achieve or exceed sales targets which can vary monthly

· To retain maximum product  profit retention 

· To maximize individual & team contribution of Customer Service Values in line with company expectation

· Ensure all customer data is captured accurately and fully uploaded on to system

· Deliver the highest levels of customer service, thereby creating customer loyalty and repeat sales

· Adhere to company procedures, particularly around cash and credit handling, to ensure safety of cash and minimum bad debts

· Constantly improve and update knowledge of product range, features and benefits

· Maintain awareness of communication  industry, paying particular attention to new features, technical developments, market trends, competitor analysis, selling techniques and customer handling skills

· Providing excellent customer service

· Processing transactions quickly and accurately

· Advising customers

· Winning sales to meet targets

· Maintaining eye-catching effective displays within the store

· Taking pride in store and maintaining it to a high standard

ELECTRONIC WORLD STORE NAIROBI 2010-2011 (part time job)
Job Title: Sales representative
DUTIES:
· Approachable to customers to answer any questions accurately.
· Helping customers find products that suite their needs

· Seize opportunities for potential sales

· Explaining product features and performing demonstrations.

· Promoting products value

· Documenting sales

· Coordinating with colleagues to hit targets

· Following operating procedures

· Providing customers with an enjoyable shopping experience.

EDUCATIONAL/PROFESSIONAL BACKGROUND

2006-2009

Kenya certificate of secondary education-St. James Memorial School-Eldoret

1998-2005

Kenya certificate of primary education-Daniel Comboni Primary School Nairobi

July 2011-Dec 2012:- Compliance institute of professional studies-foundation level in tours and travel(IATA-UFTAA)

April 2011-July 2011:- Circles computer college, Kenya Certificate in information technology

MS Word, MS Excel, MS Access, MS PowerPoint, MS Dos, MS Office

April 2011-June 2012- Kenya college of commerce and hospitality

Diploma in business management & administration

April 2011-June 2012- Kenya college of commerce and hospitality

Diploma in customer service 
 HOBBIES: 
Reading, Listening to Music, Playing Piano, Watching Films, Indoor Games, dancing.

