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1.0 CAREER OBJECTIVE                                              

To find a new line of career at the right perspective of job suitable for my qualification and experiences and to seek for better career advancements, opportunities and exposures.
2.0 WORK EXPERIENCE.


PH7   CATERING SERVICES
Position   Cashier / Waitress

October 2013  To  Date.

Duties  and Responsibilities.
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.
· Issue receipts, refunds or change due to customers.
· Welcoming of guests with a smile.
· Maintain clean and orderly of service areas.
· Compute and record totals of transactions.

· Receive payment by cash, credit cards
· Serving of  food and  beverage  as required.
· Reservations or requests for take-out orders.
· Calculate total payments received during a time period, and reconcile this with total sales.
· Compile and maintain non-monetary reports and records.
· Keep periodic balance sheets of amounts and numbers of transactions.
Al Raed Security Services

Receptionist  /Customer Service

May 2010 to   August  2013
Duties and Responsibilities    
·  Warmly welcoming guests and giving relevant and diverse nformation.
· Handling complaints from customers and solving them diplomatically.
· Building loyalty to customers by being honest and dependable. 
· Cashiering and stocktaking.
· Merchandising of stocks to maintain the trends and attractiveness.

· Welcoming guests and providing relevant information.
· Handling and controlling petty cash.
· Receiving calls, faxes and emails from all correspondences and transferring to relevant departments.
· Providing customers with help desk services.
           Group  4  Securicor  UAE
          Designation       Lady Security  Officer 
                                    June 2007-June 2009
Duties

·  Pro actively ensuring the protection of merchandise property and assets.

· Creating a safe and comfortable working environment for employees and visitors.

· Patrolling the shopping area for periods of time.

· Directing emergency vehicle and other traffics if major incident occurs.

· Producing written reports.

· Controlling the entry and exit of vehicles.

· Answering queries from visitors. 

· Making sure that no unauthorized personnel enter.

· General security duties.
	                                                              EDUCATION  BACKGROUND


   1997- 2002                              Nkabune Technical Training Institute

                                                     Diploma in Hotel Management

  1992-1995                                Kamahuha Girls   Secondary school         

                                Kenya Certificate of Secondary Education  




      (KCSE)




1984-1991
         Tetu Girls primary school.
                                      Kenya Certificate of Primary Education
2004      July                  Kenya Red Crescent trained on first aid

2005      April                 Peer Educator –Basic Peer Training 

5.0       SKILLS.
· A friendly, warm and assured personality

· A diplomatic approach to dealing with difficult clients

· Excellent customer service skills 

· Excellent communication skills 

· Enjoyment and desire to serve and assist others

 TRAINING 

  Excellent customer service skills with Dubai Police Academy

  Private Security Business Department PSBD in Abu Dhabi Police.

6.0 HOBBIES.


· Reading books
· travelling 
· making friends 
· music and entertainment
· video games
7.0  
REFEREES: Upon request
DECLARATION:

I hereby declare that the above given details are true and correct to the best of my knowledge and belief. 

Thanking   You
PERSONAL DETAILS

Nationality     : 
Kenyan

Gender
         :
Female 
Visa status    :
transferable visa
Languages   :
English & Swahili (oral & write), Fair Arabic

Date of birth :     01/04/1977

