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OBJECTIVES
To pursue challenging customer service opportunities in hospitality, where I can utilize my vast experience, skills and education to help organization attain its goals
COMPANY: SECURICOR –KENYA 2014 -2015
DESIGNATION: SECURITY GUARD
Responsibilities:
· Patrol premises to circumvent and detect symptoms to intrusion and assure security of doorways and gates.
· Circulate among site visitors, patrons and workers to maintain order.
· Monitor and take phone calls for messages, provide solutions and supply information for the duration of non- business hours or when switchboard is shut.
· Monitor CCTV surveillance.
· Regular patrols of the airport acting as a visual deterrent as well as looking for any damage to the building so it can be reported.
· Reporting discrepancies and problems to the supervisor.

· Make accurate reports on any problems such as luggage confiscated, persons detained, trespassing and damages to the building.
· Assisting in the evacuation of passengers in case of emergency situation.
· Publish reports of day to day pursuits and irregularities, sort out in-house problems, theft, and presence of unauthorized individuals.
ALJAZIRA SEASHORES COMPANY- DOHA QATAR.

RECEPTIONIST

· Welcome visitor and greeting them in person or on the telephone answering or referring inquires.

· Direct visitor by maintaining employee and department directions giving instruction.

· Maintaining safe and clean reception area by complying with procedures roles and regulations.

· Maintains continuity among works teams by document and community action.

· Ensure that all caller and customers are taken care and good business image is portrayed to public.

· Keep detailed inventory records when products are purchased and returned

· Knowing what inventory the store has, when stock is running low and which items customer request

· Note customer opinion and arranges for store has, when stock is running low and which items customer`s request.

· Note customers’ opinion and arranges for store transfer.
KEY SKILLS

· Communication skills 
· Customer satisfaction
· Customer relationship building
· Good Team work.
· Can work under pressure with or without supervision.
· Good problem
Secondary of Education (KCSE) Kenya Certificate
(Aluor Girls secondary school
NAIROBI INSTITUTE OF BUSINESS STUDIES
· Certificate in Front Office Management.
· Proficiency in MS Office.
INTEREST AND ACTIVITIES
· Travelling.
· Reading novels
· Meeting new people and learning about their culture.

· Playing volleyball.
PERSONAL DETAIL

Nationality
:
Kenyan.
Visa                   :           Visit.
Languages
:
Fluent in English and Swahili.
