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RECEPTIONIST
Looking for a position of Receptionist in a company where I can make use of my diverse skills in customer service and office administration, secretarial duty in a highly dynamic work environment.
PERSONAL DETAILS

Nationality

:
Cameroonian
Date of Birth

:
24/01/1988
Sex


:
female
Marital Status
:
Single

Visa Status

:
Long Term Visit Visa

Language Spoken
:
English, French

COMPETENCIES
· Am Quick and Flexible

· Having a friendly & professional manner.

· Having a professional manner with an emphasis on hospitality and guest service.

· Calm, efficient and organized. 

· Friendly disposition with clear spoken English.

· Excellent personal presentation and interpersonal skills

· Passion for exceptional customer service

· Profound ability to ensure that the highest standards of hospitality are established

WORK EXPERIENCE

Ayaba Hotel, Bamenda, Cameroon



2010-2012
Designation: Receptionist  

Responsibilities

· Received guests on arrival in a friendly manner

· Create 100% guest satisfaction by providing fast and friendly genuine hospitality and by exceeding guest expectations.

· Provide guests with assistance at the reception during sign in and sign out processes and throughout their stay.

· Deal with advanced reservations, took bookings and fulfilled particular requirements

· Posted all transactions to make sure that all bills are kept up-to-date

Plaza Hotel, Yaoundé, Cameroon



2012-2014
Designation: Sales Associate 

Responsibilities

· Welcome customer as they arrive with a smile
· Ask customer how they can be helped
· Provide customers with product information that they need
· Escort customers to the correct aisles
· Explain product features and warranty agreements
· Demonstrate the working of a product when the customer asks
· Provide customers with information on daily deals and promotions
· Ensure that all products are well stocked and are easy to reach
· Assist customers by taking down products that may not be easy to reach
· Provide information regarding each product and any discount offers associated with it
· Make sure that work area and aisles are clean and shelves are dusted properly
· Respond to customers’ requests and concerns in a resourceful manner
· Handle cashier duties by taking cash or credit cards in exchange of goods sold
· Manage product returns and exchanges
· Ensure that all purchased items are delivered to the customers in a prompt manner
· Reserve products for online orders
· Discourage shoplifting activities by constantly keeping a vigilant eye
· Arrange products on shelves in a tidy manner
· Pick and pack orders for shipping purposes
· Order out of stock items in a timely manner
EDUCATIONAL ATTAINMENT
· Ordinary Level Certificate                                                                  

· Advance Level Certificate                                                                                                               
SKILLS 
  Computer Skills

· Ms- Office 

· Internet

  Language skills

· Perfect commend of spoken and written in English.
· Perfect commend of spoken and written in French.

INTERESTS
· Achieving the target goal.

· Building good relationship 

· Learning new developmental skills

· Learning more about the new environment and the new people

· Working in team work and achieving the new set goal’
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