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Personal Information’s
NGEME 
Nationality: Cameroonian
Visa status: Tourist

Marital status: Single
Date of birth: 26th of April, 1989
Language: English and French
PERSONAL PROFILE (Receptionist)      
I am an efficient and organized person who is able to multi task and deal with many different tasks at once. I have a strong background in customer services and reception and I enjoy helping people and giving them support.

My communication skills are very good and I have always had dealings with all levels of people which do not faze me. I work well under pressure and to tight deadlines. I have a cheerful and optimistic outlook to my work and enjoy working as part of a team as well as on my own initiative.

I have a strong work ethic and desire to succeed. I like to keep learning new skills which will benefit my company and enable me to do more in my role. I am happy to try any new tasks and be of help in whichever way I can.

EMPLOYMENT HISTORY
in Cameroon (from 2014 – 2015)
In my role as a Hotel Receptionist, I provide support to the hotel guests, take bookings, and give directions and help. My responsibilities include:

· Take bookings and maintain the reservations calendar

· Prepare other departments for new guests arrivals

· Check out and invoices, payments and bills

· Taking calls coming into the hotel

· Working with colleagues to ensure that the guest areas are clean and tidy and as we want following our hotel standards

· Ordering of newspapers, stationery etc

QUALIFICATIONS
Bachelor Degree

Diploma certificates
Advance Level

Ordinary Level.

SKILLS AND ABILITIES                
Am good in Microsoft office, Microsoft excel, Microsoft database, Microsoft Word, Microsoft PowerPoint, Microsoft Access
Good problem solver, excellent communication skills, very sociable, good at team work
HOBBIES

I like reading, sport, traveling as company task is concerns. Like spending time with family and friends
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