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KEY QUALIFICATIONS________________________________________________________________________
Miss Maryann Gathoni Mureithi is well acknowledged because of her multi-disciplinary experience including administration, customer service, market survey and monitoring & evaluation functions. She shares a sense of adventure and familiarity with all aspects of travelling that helps enhance clients’ experiences. She is recognized for making efficient use of available procedures, maximizing resources and promoting positive change. She is supported by a Diploma in Public Relations and Customer Care as well as Amadeus booking System. Also accustomed to working under tight schedules and very flexible. For accuracy, she gives attention to detail and timeliness in managing disbursement functions for diverse-industry employers.
CAREER OBJECTIVE_____________________________________________________________________
To work in a challenging environment that will help unleash my full potential for the corporate good and self-actualization and to meet the institution’s objectives and goals and also ensure that not only the institution success is achieved but also the common good.

PROFESSIONAL BACKGROUND __________________________________________________________
February 2011                    Amadeus East Africa                                                              

                                             Training in Amadeus booking System (IATA)

July 2008 – Oct 2009
       Regional Centre for Tourism and Foreign languages                
                                             Diploma in Public Relations and Customer Care. 

EDUCATION_BACKGROUND _____________________________________________________________
 2004 – 2007   

    Ngara Girls High School                                        
                                           Kenya Certificate of Secondary Education
  2000 – 2003

    Riruta Satellite Academy                                       

                              Kenya Certificate of Primary Education
OTHER SPECIAL TRAININGS_____________________________________________________________
2008              :
 Certificate in Computer Packages 

2007              :
             Entrepreneurial & Life Skills with Project Baobab Youth Empowerment Organization

WORK EXPERIENCE _____________________________________________________________________
 January 2013 – To Date              Institution: Jane Olevolos Orphan Centre        Location: Tanzania
Served as Programme coordinator (Part time basis - online)

Accountabilities:

· Overseeing the volunteering programmes

· Promoting the NGO activities to the social community

· Organizing profile raising event to attract new volunteers

· Monitoring and evaluating activities and writing reports for funders and trustees

Sep 2014 – To Date
             Company: Scan Tan Connections                         Location: Tanzania
Served as volunteers co-coordinator (Part time basis - online)

Accountabilities:


· Rostering and organizing volunteers

· Preparing and distribution newsletters and other information to the volunteers

· Managing the budgets and resources

· Maintaining databases and undertaking the administrative duties

· Induction of the new volunteers

March 2013 – September 2015

Company: Maasai living Ltd                                 Location: Tanzania
Served as  Tour Consultant/Operations Manager
Accountabilities:

· Maintaining close relationships with the communities where the company operate the tours
· Implementation of the setup for the company’s operations
· Marketing the company services

· Developing safari packages offering cultural and responsible tourism

· Taking charge of daily management as company gets operational

September 2010 – February 2013
Company: Phoenix Safaris Ltd               Location: Kenya
Served as Travel/Tours Consultant

Accountabilities:

· Providing information to clients concerning local international tours, accommodation, fares and discussing on suitable options
· Planning, preparing and costing travel itineraries for clients
· Reserving and confirming travel, accommodation and related bookings
· Issuing tickets, accommodation vouchers and all relevant documentation
· Collecting payments and maintain records of transactions

· Assisting with changes to travel arrangements and booking where required
· Entering data into software and maintaining clients files 

April 2009 – September 2010             Company: Kamal Event Planners                Location: Kenya
Position Held: Hostess/ Personal Assistant to the Director

Accountabilities:

· Welcoming guests during events

· Reserving clients appointments

· Following up with Suppliers 

· Purchasing required work materials 

· Organizing filling system 

August 2008 – February 2009        Company: Pulse Consultancy                               Location: Kenya
Served as Advertising & marketing assistant
Accountabilities:

· Participating in marketing activities to promote products

· Performing clerical duties

· Market survey 

December 2007 – June 2008           Company: Diamond & Pearls PR Consultancy      Location:
Served as an Intern in Sales & advertising
Accountabilities:

· Finding potential customers and competitors for the product 

· Circulating brochures 

· Maintaining hard copies and electronic filing system

PROJECTS ACCOMPLISHED AND ACHIEVEMENTS________________________________________
· Established good working relationships with customers/clients.

· Resolved customer complaints by identifying problems and taking appropriate corrective action

· Improved the efficiency of customer service department by providing both training for new hires and setting up training materials
SUMMARY SKILLS_______________________________________________________________________
· Excellent interpersonal communication skills
· Strong customer focus

· Good organizational skills
· Team Player 

· Hardworking 
· Able to work under pressure
· Innovative  

· Reliable 
INTERESTS AND ACTIVITIES_____________________________________________________________
· Travelling 

· Reading

· Socializing 

· Playing board games 

· Music

CERTIFICATION
I certify that to the best of my knowledge and belief, these bio data correctly describe myself, my qualifications and my experience.

