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OBJECTIVE

· My zeal is to work in a dynamic and challenging environment with a successful organization to broaden my experience, talent and knowledge. Benefit and contribute in an organization that ensures growth and development. 

WORK EXPERIENCE
Tribe hotel– customer care service cum receptionist
2010-2015  

Duties and responsibilities
· Greeting guest in a friendly manner and welcoming them.
· Helping guest check in and check out and provide keys to their room
· Provide direction to the hotel when needed through phone call inquiry
· Keep guest variables safe
· Meeting guest needs by sending supplies as requested
· Good communication skills in written and verbal 
· Answering telephone calls and directing them to their right destination.
· Handle all guest reservations in timely and efficient manner.
· Maintain daily shift records for submission to management
· Answer all guest inquiry in a friendly manner.
·  Able to create a rapport (good relationship toward the customer).

· Handle and respond to guest complaint sensitively, courteously and discreetly.

· Assisting the guest to modifying the hotel by showing direction.

· Receiving emergency calls and recording necessary information.

· Responsible for Data Encoding of all services offered for monthly reports

· Able to recognize situation where guest and employee maybe in danger and take appropriate action.

· Take responsibility and ownership to find a situation to try and resolve a conflict or complaint situation.

· Have positive helpful attitude expressed when handling and solving complaint.

· Acknowledge, forward, conference and transfer of calls to other departments.
· Deliver efficient, effective professional and courteous services to guest.
ADDITIONAL PROFESSIONAL ACHIEVEMENTS

· Excellent customer service skills
· Persuasive good communication and problem solving  skill and good listener
· Goal oriented Well skilled in computer skills
· Flexibility (any position trained)
· Good communication and interpersonal skills, and a good listener.
· Ability to work in shifts and in situations calling for total dedication (multi tasking)
EDUCATION BACKGROUND

NAIROBI INSTIUTE OF HOSPITALITY AND TOURISM
Diploma in customer care services and receptionist
KIWAN COMPUTER COLLEGE

Certificate in computer studies

MUKOTHIMA GIRLS SECONDARY SCHOOLS

Certificate in secondary education (o levels)

Referees:
Available upon request.

