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Millicent 
OBJECTIVE
To be able to utilise my knowledge effectively according to my experiences, skills, interpersonal and diversified exposures which I can use to my chosen career towards its achivement in congruence to the company's vision and mission through continuous learning development.
To seek a challenging and rewarding career in an organisation that provides avenues for continuous growth while utilizing my talents and zeal to learn.
CAREER HIGHLIGHTS
Highly personable and sociable team member, benefiting from experience within the competitive hospitality and customer service industry that has required the ability to think on one's feet, a high degree of numeracy and problem solving abilities,confidence and multi-cultural approach to dealing with complaints and enquiries from diverse range of people.  Possessing a determined approach in coping with long hours, prioritizing large workloads and meeting strict deadlines.
PROFESSIONAL PROFILE
- Self motivated, enthusiastc, reliable and presentable.
- Fast learner and takes initiative to get things done.
- Excellent ability to work effectively with others in a team-oriented environment.
- Honest, Responsible, Organised and Punctual.
- Excellent communication skills socan deal with different age clients.
- Very high typing speed skill with accuracy, good customer service, Administration, People Management, Health and Safety, First Aid, Computer Literacy.
- Capable to supervise that all duties of staff are performed ad per assignment or not.
- Leadership skills
Boutique 7 Hotel & Suites - DUBAI
Housekeeping Attendant- Dec 2015 up to Date
Responsibilities:
· Use and operate housekeeping equipment.
· Performs daily cleaning of guestrooms as assigned by supervisor and as per Hotel's standards and procedures.
· Determine priority at shift and plan for daily activities.
· Physically check discrepancy report daily.
· Replenishes all supplies and amenities in guestrooms.
· Coordinating lost and found items for guests with supervisor and security department.
· Ensures that the department delivers an exceptional level of guest services and is customer focused at all times.
· Greets guests, responds effectively to guests concern and requests and I follow-up to ensure guest satisfaction.
· Assists guests in room-related concerns in an efficient, courteous and professional manner to maintain high standards of the hotel.
· Refers guests comments and complaints to supervisor or Housekeeping Manager.
· Works in team with Front Officein keeping rooms status reports up to date.
Achievement:-
Nominated Employee of the monthfor February 2016 for Dedication, passion and Hardwork while working. 
Tribe Hotel - KENYA
HR Coordinator/Assistant - Nov 2010 -Sept 2014
Responsibilities:
· Maintaining applicants flow in HR Office whilesorting out CVs.
· Involvement in staff orientation; preparing orientation program and taking the new employee through the Company and HR goals and objectives.
· Conducting reference checks for new employees and forwading the same report to HR immediately.
· Create, maintain while updating staff personal files both physically and in the HRIS system.
· Generating departmental monthly reports suchas employee of the month selction report, birthday celebrations, accured leaves and PH for staff, uniform budget and progress, office stationery consumption.
· Staff welfare by ensuring all staff have medical cards and are informed on how to use it and visiting sick staff in hospitals.
· Assisting and informing employees onthe procedures to internal tranfers/promotions.
· Being direct contact with staff and gathering information assisting H R to resolve issues at inial stage.
· Team work planning with HR and Training Manager for staff recreational activities like mountain climbing, inter-Hotels games competitions, End year party.
· Assising HR in payroll handling and thorough counterchecksto avoid errors and submitting to Finance Department timely.
· Maintaining high confidentiality and professionality while dealing with information related to company and HR Departmentboth with staff and external clients.
· Preparing and typing offer letters for newemployees, disciplinary letters as per HR's advice, termination letters and final dues preparation and submmision to accounts office.
· Performingexit interview for leavers and highlight to HR any point of importance.
· In teamwork with the training manager, ensuring Bi- annual performance management for all staff is done correctly and timely.
NAIROBI SAFARI CLUB HOTEL - KENYA
HR Secretary - Oct 2008 to Nov 2010
Responsibilies:
· Customer service and ensuring employees are satisfied withCompany's policies.
· Serve visitors by welcoming them especially applicants.
· Attend to employees queries and their requests and inform HR.
· Receive and make calls both local and external with good telephone ettiquette.
· Receive andsort daily mail and couriers.
· Type reports for employees and departmental monthly.
· Respond and write internal and external emails.
· Attend and schedule meetings and manage the manager's diary.
Achievements:
- Outstanding Employee of the month.
-Good guests comments and feedback.
- Good interpersonal relationships and teamwork.
- Excellent Leadership skills and good comments from management and team.
- Good skills of upselling and cross selling.
SEMINARS & TRAININGS ATTENDED
-Train the trainer - Basic Course
-Supervisory Training
-First Aid Training by St. John's Ambulance
- Fire and Health and Safety TrainingTraining
BACKGROUND EDUCATIONAL
- Diploma in Business Management - HR Option 2013 to 2014 
 Catholic University of Eastern Africa.
- Advanced Diploma in Human Resource Management      2008 to 2010
Kenya Institute of Management.
- Certificate in Full Secretarial Course     1999to 2000
St. Anuarite Girls'Institute
COMPUTER KNOWLEDGE 
Ms- Office, Word,Excel, Outlook, Powerpoint, Access, Paymaster,Time and attendance
PERSONAL INFORMATION:
Citizenship: Kenyan
Languages: English& Swahili
Birthday: 9 July 1979
Marital Status: Single
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