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 PERONAL INFORMATION 
Nationality

Cameroonian
Date of birth

06th Sept 1990
Visa Status

Contract Finished 


CAREER OBJECTIVE
A very friendly, receptive person with great telephone skills searching for a job as a sales or office assistant/receptionist/customer service/call centre. I have a diploma in customer service and a training certificate in customer service/ front desk. I am looking for a company that will bring out the best in me and also help me flourish in my career.
Experience 1
Position

: Sales Associate
Organization

: Henna Fashion
Period


: June 2011 – Sept. 2013
Major Responsibilities
· Greeting customers who enter the shop.
· Participate in stock control and management.
· Keep records of merchandise received and delivered to other areas.
· Assist in receiving,checking,arranging,replenishing and transferring of merchandise to all areas.
· Assist shoppers to find the goods and products they are looking for and deal with their complaints.
· Responsible for processing cash and card payments and balancing cash registers with receipts.
· Stocking shelves with merchandise.
· Answering queries from customers.
· Reporting discrepancies and problems to the supervisor.
· Giving advice and guidance on product selection to customers.
· Dealing with customers refunds.
· Keeping the store tidy and clean this includes hovering and mopping.
· Responsible for security within the store and being on the lookout for shoplifters and fraudulent credit cards.
· Keeping up to date with special promotions and putting up displays.
Experience 2
Position

: House Keeper
Organization

: Blue Diamond Maintenance Dubai
Major Responsibilities
· Responsible for general cleaning of guest rooms.
· Make beds, clean bathrooms and stock them, clean linens.
· Dust and polish all chairs, drinking tables and all bars.
· Dust picture frames and clean picture glasses.
· Sweep and mop all floor tiles.
· Dust fixtures and fitting including pipes, fire extinguishers. That is within reach.
· Wet wipe all shelves and books and windows.
· Dust all lamp shades and bulbs.
· Complete other specific cleaning tasks as instructed by the manager.
· Push mop, wet mop of the floors.
· Prepare cleaning mixtures.
· Follow cleaning so that furniture and fixtures are not ruined.
· Rearrange or move furniture for cleaning purposes and order supplies.
· Report missing items to the appropriate authority
· Always adhere to all company’s policies and procedures.
· Report missing items to the management.
Personal Attributes
· Very friendly, sociable and welcoming.
· Excellent communication skills and telephone skills.
· Can deal with customer complaint.
· Versed with opera mini. 
· Calm, patient and polite.
· Always make myself useful in helping others.
· A great team player
· Can work under little or no supervision.
Educational Background      
· Diploma In Customer Service – Alison United Kingdom.
· Bachelors Degree in Linguistics – University of Buea Cameroon
· Advanced Level Certificate – Longla High School
· Certificate of training in front desk/customer service – Excellence Training Institute Jumeirah Dubai.
· Certificate of Training in Microsoft Office - Ace It Dubai
COMPUTER SKILLS
Knowlegde in Microsoft Office.
REFEREES
Available upon request
