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                                           CURRICULUM VITAE   

 LOUIS 
Personal details

Nationality

:
Ugandan

Date of Birth

:
09.10.1987

Sex


:
Male

Marital Status    
:
Married

Visa Status

:
Employment visa

Language Known
:
English

Career Objective

To work in with an organization that provides ample opportunities to learn and to contribute.
Trainings Attained are;
· Customer care
· Telephone etiquette I.e. how to pick and end a call.
· Fire awareness I.e. what fire is, it’s signs, extinguishing fire, types and usage of fire fighting equipment.
· Procedure for alarm response
· Procedure for emergency evacuation
· Procedure for documentation of incidents.
· Handling of keys.
· Handling of lost and found.
· Emergency First aid at work.
Working experience  in Uganda

Receptionist at  Hotel, Uganda from February 2010 to August 2014

My Duties & responsibilities were;
· Delivering excellent customer service, at all times

· Assisting in keeping the hotel reception area clean and tidy, at all times

· Dealing with all enquiries in a professional and courteous manner, in person, on the telephone or via e-mail

· Administering all reservations, cancellations and no-shows, in line with company policy

· Keeping up to date with current promotions and hotel pricing, to provide information to guests, on request, while maximizing bedroom sales opportunities

· Fulfilling all reasonable requests from guests to ensure their comfort, satisfaction and safety

· Conducting regular security checks throughout the day and report any security issues to line manager

· Reporting any maintenance issues immediately to line manager, including all furniture, fittings and equipment
· Being responsible for evacuation, in cases of emergency, acting as first point of contact for guests and the emergency services

· Maintaining personal knowledge by completing in-house training and workbooks

· Always adhering to all  company policies and procedures and licensing laws
· Involving and contributingat team meetings

· Carryingout instructions given by the management  team and head office.
Working experience in UAE
ConciergewithEmrillservicesLLC, DubaifromSeptember 2014 to datee
My Duties are;
· Providing a pleasant, polite, attentive, diplomatic and professional welcome to all visitors. 

· Providing access control in –conjunction with security and in all line with site regulations. Ensuring that details of all visitors accessing the building without an access card are entered into the visitors in/out register. Any suspicious visitor/delivery staff double checked with the residents through intercom e or other available facility, before providing them access. All contractors hold a valid security pass. Reporting all cases of trespassing or suspicious behavior to security.

· Providing settling in services for new residents such as a tour of the facility and fire exists and information of the client’s building policies such as community rules, application processes, location and timings of the facilities and their use.

· Handling resident / guest’s complaints, suggestions and special requests and work to resolve the situation or direct them to the appropriate person or department. These varied from booking taxis, accepting laundry to making and booking accurate reservations for facilities such as squash, badminton, multifunction rooms.
· Updating and maintaining details of residents moving in/out. Gather emergency contacts numbers and parking allocation details of all residents for various reports whilst ensuring that these details are not disclosed to any one without their prior approval.

· Providing mail and porter-age services by segregating mail and placing inside mail boxes provided for the residents.

· Servicing as a n information resource by providing advice and direction on the local community (locality of shops, services, restaurants, nearest transport facilities etc), locations of mails, cinemas, restaurants, tourist attractions, places of interest and details of services such as water delivery, household services, doctors, dentists, hospitals, pharmacies, 24 hour services.

· Being aware and familiar with basic fire prevention and response procedures systems and fire evacuation procedures to minimize security risks. Assist local authorities in emergency situations in the premises.

Key Competencies

· Extensive experience and knowledge of MS Word, excel and Keyboarding skills

· Excellent communication skills, written and verbal in English.

· Understanding the principles of excellent customer care/service.

· Ability to deal with difficult customers/issues remaining calm and seeking conflict resolution

· Ability to work independently to update knowledge toserve as an information resource providing advice on shops, services, restaurants and act on own initiative, dealing with unexpected issues or emergency situations

· Ability to listen to and understand customer/client concerns and requirements

· Ability to act quickly and appropriately in an emergency

· Ability to deal with several people/issues at once.

· A typing speed of over 30wpm. 
· Ability to work within the monthly reporting deadline
Education Qualifications from Uganda
· Certificate from the British Institute of cleaning science (BIC’s) in Jan 2015

· Certificate in tally from Ronex computer training institute in 2013

· Certificate in financial accounting from Global institute of Information Technology in 2012
· Master level school of ministry certificate from soul winning & deliverance church-Bwaise between 2010-2012    

· Uganda Advanced Certificate of Education:  History(A) Economics(B) Geography(C) Luganda(A) General Paper (1)

      From Kibibi secondary school in Mpigi district in 2006

· Uganda Certificate of Education : English(4) C.R.E(3) History(3) Geography(5) Luganda(2) Math(6) Agriculture(6) Biology(5) Commerce(4)

From  Bwaise Parents High School in Kampala district in 2004

· Certificate in computer applications from Noble Care Training Centre (Uganda,Kampala) in 2008
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