CURRICLUM VITAE
NAME:   

Purity Nyambura Kimani
NATIONALITY:

Kenyan                                                   
MARITAL STATUS:

Single
LANGUAGES:

English, Swahili 
CAREER OBJECTIVE 
Obtain a position as customer service representative, where my customer relations experience can be full utilized to improve customer satisfaction and promote the company’s brand name.
WORK EXPERIENCE
POSITION:  FOOD COURT CASHIER/CUSTOMER SERVICE
COMPANY: QATAR AIRWAYS SSP, HAMAD INTERNATIONAL AIRPORT
YEAR: MAY 2014 TO MAY 2016
Duties and Responsibilities   

· Welcome the guests warmly and assist them in their queries

· Be well knowledgeable of the products on sale in all details

· Confirm the guests order and punch into the POS system
· Up selling/ suggestive selling to the maximum per transaction
· Clearly mention the cost to the guest the amount they should pay in their preferred currency
· Transact all credit card payments accurately 
· Receive cash and ensure correct transactions and returns
· Ensure the unit has enough change in small denominations and all currencies
· Ensure the guest gets a memorable experience

· Close the shift smoothly and compare sales with the ‘Z-report’

· Keep up with common currency exchange rates

· Be able to help any guest anywhere inside the airport 

· Handle any complaints wisely and solve them as soon as possible
POSITION: COMMUNICATIONS INTERN
COMPANY: KENYA PRIVATE SECTOR ALLIANCE, KENYA

YEAR: Sept2013-Feb2014
Duties and Responsibilities.
· Responded promptly and answered/resolved customer inquiries and complaints
· Ensured smooth internal and external communication
· Building loyalty to customers by being honest and dependable
· Kept records of customer interactions and actions taken including-transaction, comments, inquiries and complaints.
· Writing Press Releases Monitoring the company’s Social sites
· Minutes writing for official meetings
· Writing and editing articles for the Company’s website
· In charge of any photography or video coverage activities
POSITION: RECEPTIONIST
COMPANY: SICOM SYSTEMS
YEAR: Jan 2012 –August 2013

Duties and Responsibilities:
· Welcoming clients and assisting all of them accordingly
· In charge of reception area office phone 

· Receiving and responding to official calls and emails appropriately
· Preparing any office documents as directed by seniors

· Typing and formatting text documents for any presentation

· Diary Keeping to schedule any appointments for senior employees
· Taking minutes for all official meetings
EDUCATIONAL BACKGROUND   
Kenya Polytechnic University College (2007-2010): Diploma in Public Relations (PR) and Journalism
Mugoiri Girls High School (2003-2006): Kenya Certificate of Secondary Education

Iyego Primary School (1994-2002):  Kenya Certificate of Primary Education

ADDITIONAL SKILLS AND ACHIEVEMENTS
Kenya Youth Empowerment Training (2010): -Certificate in communication skills
                                                                           -Certificate in life skills training
SGS GULF LIMITED (2014): Certificate in food safety in catering                 

PERSONAL ATTRIBUTES .
· Excellent Communication organization and planning skills
· Attention to detail

· Honest and progressive work ethics.

· Quick learner with the ability to prioritize responsibilities and meet deadline
· Good customer service skills with the ability to handle client professionally and courteously.
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