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Customer Service/Telephone Operator (Under Transguard Company UAE)
2014 Jan – Present
Address Dubai Marina, UAE. 
 Responsibilities
·   Resolve Customer complains via telephone, email and face to face.
·   Develop and maintain every guest personal profile with special requests and preferences
·   Use telephone to reach out to customers
·   Inform customers on deals and promotions
·   Compiles reports on overall customer satisfaction
·   Sell products and services
Lobby Hostess (Under Transguard Company UAE)
2013 April – 2013 December.
Jumeirah Creek side Hotel, Dubai, UAE
Responsibilities
·  Checking guest in upon their arrival.
· Answering any questions that a guest might have.
· Keeping the lobby looking tidy and presentable.
· Maintaining the hotels registry book.
Receptionist
2010 May – 2012 September,
Responsibilities
· Answer telephone calls in a polite and courteous manner.
· Take and relay messages to employees, and transfer calls to the staff.
· Greeting persons entering the building.
· Deal with queries from the public and customers and answer them accordingly.
· General administrative duties including photocopying, invoicing, filling.
· Ordering taxis for visitors and booking a reservation for them.
· Always ensuring that the reception area is clean and tidy.
LOGICAL PROFESSIONAL COLLEGE
2011 May-2012 May
Diploma in Hospitality Management
Areas covered
· Service Quality
· product Quality
· General Apperance
· Front Office
· computer packages,ms word,excel
TUTINI SECONDARY SCHOOL
February 2005 – November 2009 - CERTIFICATE
· K.C.S.E.
Gender               :   Female
Marital Status    :   single
Languages         :   English, French,Chinese, and swahili
REFEREES:
· Upon request
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