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PERSONAL DATA

Date of birth –30th NOV 1988

Nationality – Kenyan 

Marital status – Single

Language – English, Kiswahili  
Religion – Christian
Objectives
I am a highly motivated, result oriented professional with exceptional expertise in driving efficiency and productivity by applying skills acquired through professional training to work in a dynamic environment in achievement of overall corporate goals and objectives. I am aspiring to become a result oriented individual, dedicated to achieving customer satisfaction as well as meeting or surpassing company expectations.
KEY COMPETENCE
· Good/effective communication skills.

· Persuasive.

· Customer service orientation – stress tolerance, patience and integrity
CAREER EXPERIENCE 
May 2010 – June 2012 -Pin and Planes Group.
Retail Sales Associate/Representative
· Assisted and encouraged customers in selecting and purchasing required products in a retail environment.
· Addressed customer’s needs – Advised and helped locate appropriate merchandise.

· Described product’s features/benefits and demonstrated usage/operation of products.

· Answered/addressed customers’ questions – Provides information concerning specifications, warranties, financing available, maintenance of merchandise and delivery options.

Administration work:
· Received all sort of payments, orders and invoicing.

· Maintained sales records, reviewed sales prices.

· Arranged display of merchandise in retail store.

· Organized goods exchanges – Repair or alteration of merchandise.

· Coordinated stock inventory and requisition of new stock.
July 2012 -Feb 2015                  

 EDANT TOURS AND SAFARIS 

 Position: Sales development and Customer service Representative
Responsibilities:
· Meeting and greeting clients at all levels of seniority 
· Organizing and maintaining diaries and making appointments.
· Book transportation and hotel reservations, using computer terminal or telephone.
· Working unsupervised, the Director was usually absent
· Arranging travel, visa, accommodation and travel to take notes or dictations to meetings or to provide general assistance during presentations.
· Converse with clients to determine destination, mode of transportation, travel dates, financial considerations and accommodation required. 
· Screening phone calls, enquiries and requests, and handling them when appropriate.
· Plan, describe, arrange and sell itinerary tour packages and promotional travel incentives offered by various travel carriers.
· Compute cost of travel and accommodation, using calculator, computer, carrier tariff books and Hotel rate books, or quote package tour’s costs.

COMPETENCE
· Ability to respond promptly to customer inquiries.
· Ability to handle and resolve customer complaints.

· Ability to multitask and take up more workload when required.
· Ability to work with multiple tabs and multiple browsers efficiently in a web browser based support system.
· Very good work ethic ( reliable, motivated, professional)
· Internet literate.
· A passion for Customer Service.
EDUCATIONAL AND PROFESSIONAL BACKGROUND
AIR TRAVEL AND RELATED STUDIES CENTER: 2007 – 2010
Diploma in Tours Operations (IATA)

Diploma in Professional Techniques (ICM)

Diploma in Customer Service (ICM)
Diploma in Computer packages (ICM)

Diploma in Spanish Language (ICM)

KANGUBIRI GIRLS HIGH SCHOOL: 2004 – 2007

Kenya certificate of Secondary School

                                                        COMPUTER SKILLS

· Microsoft Office Suite: Word, Excel, Access, Power Point

· Microsoft Project Management and Microsoft Outlook

· Automated Training System ( IT System that matches buy/sell orders placed

· Galileo (GDS)

HOBBIES AND INTERESTS 

· Travelling, reading magazines, swimming, watching movies, socializing, volunteering, participating in community project and listening to music.

