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PERSONAL INFORMATION.
DATE OF BIRTH           : 3rd April 1988.
NATIONALITY

  : Kenyan.
MARITAL STATU           : Married.
RELIGION

   : Muslim.
LANGUAGE

   : English and Swahili (written and spoken).
OBJECTIVES

My objective is to utilize my skills fully for the welfare of the company that I work for and to build a result – oriented career in any opportunity that is related to customer service and guest engagement. 

PERSONAL ATTRIBUTES

1. A fast learner, flexible and capable of working under pressure.

2. Capable of working as part of a team as well as independently.

3. Intelligent, honest and trustworthy.

4. Capable of working under minimal or no supervision. 

5. Excellent communication skills – Able to interact with different people at all levels.
CURRENT POSITION
Company: Armani Hotels and Resort.

Reputable 5*Hotel in Dubai 
Job Title: Business Centre Agent .
· Generates revenue throughout the year for business centre.

· Handle quotations and bookings for meeting rooms.

· Prepare PR / LPOs for various operational requirements and ensure its tracking and follow up with the concerned department for timely procurement. 
· Supports the Lifestyle Director and Managers with any operational and administrative duties

· Ensure that all signed agreements and payments (full rental cheque) is received from tenants are filed in a proper manner.
· Managing all the cash transactions in their workplace.
· Maintaining daily account of the daily transactions.

· Reporting discrepancies they find within the accounts to their superiors.
· Prepare daily, weekly, monthly reports and presentations.

· Proactively liaising between suppliers and staff to resolve purchasing supply issues, ensuring an accurate and timely provision of supplies.
· Accurately maintaining the Company purchasing databases to high standards.
· Takes charge of the leave requests and updates monthly attendance sheet for payroll processing using the Oracle software.
· Create and follow up with banquet event orders by gathering guest information, set up requirements, managing timeline, handling internal operational departments and any other specific guest needs.

· Negotiating with suppliers to obtain the best deal for individual products or longer term discount agreements.

· Ensures that all incoming Guest incidence and faxes are acknowledged within 10mintues and updated or sent to the rooms.
· Finalizes the program/agenda with client and checks all scheduled functions one hour prior to start time.
· Fax and make copies for guests, along with other services of the Business Centre.

· Prepare daily, weekly, monthly reports and presentations. 
· Answer all incoming calls and handle caller's inquiries whenever possible 

· Re-direct calls as appropriate and take adequate messages when required 

· Receive, direct and relay telephone messages and fax messages 

· Pick up and deliver the mail 

· Greet, assist visitors and the general public 

· Assist in planning and preparation of meetings, conferences and conference telephone calls 

· Develop and maintain a current and accurate filing system and file all correspondence 

· Provide word-processing and secretarial support for other colleagues. 

· Monitor the use of supplies and equipment 

· Coordinate the repair & maintenance of office equipment 

PROFESSIONAL QUALIFICATIONS:
· Mombasa Aviation Training Institute: Diploma in Hotel Management (Housekeeping & Front Office).May 2010
· Kenya College of Commerce & Hospitality: November 2009

· Cross trained as a Telephone Operator in April 2013 Armani Hotel Dubai.
· Cross trained as Engineering Coordinater August2014 Armani Hotel Dubai.
· Certificate of Fire and Safety Level 1 14 April 2015.
EDUCATIONAL BACKGROUND:
· 2003-2007
Secondary School: BurhaniyasecondarySchool.
· 1995-2002
Mrima primary school: Kenya Certificate of primary education.
