CURRICULUM VITAE

JOSEPH 
Nationality:
Kenyan

Visa status:
Visit Visa
Marital Status 
:Married 

Position: Customer Service /Sales Executive /Cashier


______________________________________________________________

CAREER OBJECTIVE:

A Suitable position in Customer Service / Sales Executive with an organization where I can utilize my skills to make a difference and grow within the organization.

Qualification, Experience, Skills and Knowledge:

· 6 Years’ experience in Administration & Customer service in the hospitality industry

· Professional qualified with a  Certificate in customer service

· Customer service orientation and interpersonal skills 

· Record detail of inquiries, comments and complaint 

· Handle all inquiries within my capacity

· Proficiency in Microsoft office suite

· Customer service orientation and route calls
· Excellent communication skills in English

 WORK  EXPERIENCE.
· Customer Service Attendant/Sales Associate/Cashier –Qatar, from Jan, 2014 to March, 2016.

· Sales Associate/cashier /Customer Service Attendant – M.H ALSHAYA, FOOT LOCKER Qatar from March 2013 to Dec 2013.

· Customer care representative/Cashier – RIGHT BITE DUBAI from May 2012 to Feb 2013

· Waiter/cashier  - CORP HOTEL APARTMENT  Dubai from April 2010 to April 2012
JOB PROFILE
Customer Service Duties 

· Deal directly with customer either by telephone, or face to face
·  Basic understanding of sales principles and customer service practices
· Respond promptly to customer inquiries
· Handle and resolve customer complaints
· Obtain and evaluate all relevant information to handle inquiries and complaints
· Process orders, forms application and requests
· Manage customer’s accounts
· Follow up on customer interactions
SALES EXECUTIVE 

· Adjusts content of sales presentations by studying the type of sales outlet or trade factor.
·  Track record of over-achieving sales quota
· Focuses sales efforts by studying existing and potential volume of dealers and targets.

· Keeps management informed by submitting activity and results reports, such as daily call reports, weekly work plans, and monthly and annual territory analyses.

· Monitors competition by gathering current marketplace information on pricing, products, new products, delivery schedules, merchandising techniques, etc.

· Recommends changes in products, service, and policy by evaluating results and competitive developments.

· Resolves customer complaints by investigating problems; developing solutions; preparing reports; making recommendations to management.

· Provides historical records by maintaining records on area and customer sales.

· Contributes to team effort by accomplishing related results as needed.
Professional Qualification:
· Advanced Certificate in Customer Service from Zetec  School of Technologies – Kenya

· Certificate in Microsoft Office Packages (Excel. Word, Access, Power Point and Internet)from Zetec School of Technologies
Education: 
Certificate of Secondary Education – Kenya 

Certificate of Primary Education – Kenya 

Skills:

· Excellent Communication skills 
· Good team player

· Organized and well-structured at work

· Independent and self-motivated 

· Committed to deadlines and schedules

· Honest, Sincere and a Hard Worker with a high level of Integrity
· Cultural awareness
LANGUAGES:

English and Swahili
I hereby certify that the above statements are true and correct with all my knowledge.

 Reference upon request.
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