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OBJECTIVE
To be part of a high performing team in an organization that recognizes and rewards excellence and merit. Working in a challenging front desk/customer service position where I can utilize my skills and experience to contribute to the organizations growth.
PERSONAL SKILLS
Ability to work in a structured and disciplined manner
High Multi-Tasking Capabilities

Able to meet and exceed deadlines under pressure 

Customer Oriented.
Effective communicator
Strong team player
Exposure to working in a multicultural environment
EDUCATION I COMPUTER SKILLS
· ICDL Certificate.
· Certificate in Secretarial Skills
· Certified in front office management.
· Trained in Customer service skills.
· Microsoft Suite, Outlook Express, and certificate in Information and Communication.
· Trained in First Aid and safety
PROFESSIONAL EXPERIENCE
Hoerbiger Service Middle East FZE, Dubai, UAE
Receptionist / Office Administrator  
22nd April 2009 – To 13th August 2015
· Provide administrative support to a department/or managers.
· Provide Logistics support to branches in Middle East and Africa
· Project a professional company image through in-person and phone interaction.
· Downloading and updating the back orders and invoice reports through SAP.
· Handling flights/hotel bookings.
· Taking minutes during manager’s weekly meetings/team leaders.
· Following up of orders delivery status/order confirmation.
· Checking and posting of local invoices through SAP.
· Handling the courier service, domestic and international.
· Sorting out the mails and distributing them to the respective departments.
· Handling office checks.
· Distribution of stationery and ordering stock.
·  Any other typing work. 
Maersk Kanoo LLC, Dubai, UAE

Assistant Administration/Receptionist
November 2006- 2nd April 2009
· Handling all incoming and outgoing calls effectively and professionally.
· Attending to all incoming customers and guests at the reception and directing them to the respective departments.
· Handling all outgoing documents via couriers domestic and international.  Receiving all incoming mails sorting them and ensuring distribution to the department concerned.
· Setting up of the conference and training rooms for the meetings and trainings and arranging refreshments during the meetings.
· Travel bookings- coordinating with the corporate travel agents for making staff annual bookings.
· Arranging hotel and travel bookings for the incoming visitors. Arranging visit visa's and Marhaba services where requested.
· Checking outgoing trays at the managing director's office for any mails and distributing accordingly.
· Distribution of office stationery and ensuring sufficient stock.
· Responsible for all pantries and stock ordering.
· Performing to any other administration function that may be assigned.
Kihara High School- Nairobi, Kenya

School Secretary
February 2000- April 2006
· Provided administrative and secretarial support to a faculty of over 30 teaching staff.
· Organized all Board meetings as well as parent-teacher meetings, took minutes and wrote reports for the management.
· Received officials and parents visiting the school, responded to their inquiries and provided any requested help.
· Provided typing services for all information needs of the school.
· Received and opened all incoming correspondences routing the documents to desired recipients.
Stallion Insurance Company Ltd- Nairobi, Kenya
Customer Service Representative/Receptionist
January 1991- December 1999
· Screened all incoming calls and directed callers to appropriate officers Of the Company. Sat in during company's meetings and took minutes.
· Handle basic bookkeeping duties including petty cash reconciliation and cash payments.
· Respond to clients' complaints and inquiries.
· Identified potential customers and discussed with them benefits offered by the company thus increasing the company's customer base.
· Trained and supervised temporary personnel in the companies standardized secretarial operations.
·  Filing company records.
Avenue Nursing Home- Nairobi, Kenya 

Customer Service Specialist 
May 1985- Otober1987
· Manned a busy reception desk, receiving patients and visitors.
· Operated the switchboard, receiving and screening all incoming calls and directing them to intended recipients.
· Received all incoming mail and did the entire filling.
· Attended to any other assigned duties
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