CURRICULUM VITAE
PERSONAL DATA
NAME:
Cynthia 

NATIONALITY:
Kenyan

DOB:
August, 1993

MARITAL STATUS:
Single

LANGUAGE:
English, Kiswahili

EMAIL:
Cynthia.271331@2freemail.com 
PERSONAL PROFILE
· Ability to work under minimum supervision with unquestionable integrity. 
· An enthusiastic positive individual who enjoys responsibility with a high degree of initiative and self-motivation 
· Excellent written and spoken communication skills. 
 A dedicated team player and proven ability to reach deadlines Fluent in English, Kiswahili and a bit of German.
 Capable of dealing with people from different social and cultural background.

CARRIER OBJECTIVES
· Throughout my carrier I hope to work in a challenging position that will enhance my carrier to achieve the organization set of goals. 
· Willing to learn a new field of work that will enable me to develop new skills that will be beneficial to the organization goal. 
PERSONAL QUALITIES
· Honest and humble 
· Ambitious and hardworking 
· Excellent communication and organizational skills 
· Ability to plan, organize and follow up on assigned tasks to complete work schedule and meet deadline 
EXPERIENCE
Dec 2014- APRIL 2015:- Internship training with Ashnil hotels/Somak

Duties and responsibilities
· Receiving and answering telephone calls, inquiries, booking and giving feedback. 
· Making booking entries into the Hotel Reservations System 
· Getting block booking requests from agents and making allotments in the system. 
· Updating the market with special offers and communication links through mail shots. 
· Receiving and assisting walk-in clients. 
· Making quotations to various inquiries. 
· Making monthly performance evaluation reports of questionnaires (client’s feedback reports). 
· Managing of petty cash. 
· Ordering administration stationeries. 
· Receptionist 
EDUCATION BACKGROUND
Sep 2013-Nov 2014   :
Mombasa Aviation Training Institute

Diploma in Computerized Air travel/Travel and Tourism

Some of Areas covered
Travel geography
-Location of major cities in the world

-City codes

Tour operations
-Hotel classifications

-Tour planning and costing

IATA
-Travel rules and regulations

-Travel requirements

-Travel documents

-Airport rules and regulations

-Car hire and service

- Amadeus

April 2013-May 2013 :
Unik Driving School College
Driving
License

Feb 2008-Nov 2011   :
Mathaithi Girls’ High School
Kenya
Certificate   of   Secondary

Education

Jan 2000-Nov 2007   :
Binns Primary School
Kenya Certificate of Primary Education

