CATHERINE MACHARIA.
Nationality:
Kenya
Languages: 
English / Swahili
	CUSTOMER SERVICE


PROFESSIONAL SYNOPSIS
Young , energetic and highly talented Retail sales Management Professional with over 10 years of experience in CUSTOMER SERVICE & RETAIL OPERATIONS Management in UAE, Kenya including 3 years in Hospitality Industry. Recognized as a top performer consistently achieving annual sales/ financial goals. Proven track record  for meeting and exceeding expectations while working within strict guidelines. Able to inspire others to work at their highest level. People – oriented facilitator, entrepreneurial and creative. Outstanding work ethic combined with excellent leadership and customer service skills with the ability to manage and motivate staff to achieve results.

Proven store management and personnel supervisory experience and exceptional motivational skills. Personally involved in window and in-store displays, and creative merchandising. Known as a result oriented individual with strong problem solving, analytical, communication, interpersonal relations and “sense of urgency” skills. Excellent knowledge in customer care.
	CORE COMPETENCEIES


-Retail Operation




-Profit & loss Management/Budgeting

-Safety & Security Management


-Store Layout / Space Management

-Staff Supervision & Management


-Promote Service/ Increase Revenues-Customer service Management


-Critical problem Solving
-Cross-cultural Work Environments’


-Recruitment/Training &Skills Development
	PROFESSIONAL EXPERIENCE AND ACCOPLISHMENTS


FITS AND SIMONS STORE: SALES ASS.  APRIL-2006 TO 2008
RETAIL SUPERVISOR:


AUGUST -2008-2009 till finish of my contract

· Execute daily operation of promoting the sales of International Brands.

· Anticipate and exceeds Customer requirements in friendly and approachable manner

· Follow brands Guidance and information on best sellers to maximize sales

· To apply selling techniques to increase ATV& IPC and overall store sales turn over

· Consult with customer about their products or service needs or their wants

· Looks ahead into what customer may have or need in future

· Work together with other departments by integrating the sales

· Assist all activities in reducing stock loss by observing all company procedures

· Ensure consistently high quality customer service and satisfaction, uphold all corporate policies and procedures

· To provide customers with product and price information and handle customers queries and complaints if any.
LAMASAT ADVERTISING IN AJMAN: 2013 to 2015.


RECEPTIONIST / SALES REPRESENTATIVE:
· Effectively manage large amounts of incoming calls

· Generate sales leads

· Identify and assess customers’ needs to achieve satisfaction

· Build sustainable relationships of trust through open and interactive          communication

· Provide accurate, valid and complete information by using the right methods/tools

· Meet personal/team sales targets and call handling quotas

· Handle complaints, provide appropriate solutions and alternatives within the time limits and follow up to ensure resolution

· Keep records of customer interactions, process customer accounts and file documents

· Follow communication procedures, guidelines and policies

· Take the extra mile to engage customers.
MARAKISH TRADING IN AJMAN: 2015 – 2016

 CURRENTLY:
· Contacting all suppliers
· Contacting all our customers  in a timely manner
· Making sure all ordered goods reaches our customer on time.
· dealing with telephone and email enquiries;

· creating and maintaining filing systems;

· scheduling and attending meetings, creating agendas and taking minutes - shorthand may be required;

· keeping diaries and arranging appointments;

· organizing  travels for staff.
TRAINING ATTENDED:

· Management Development Programmed Training

· Guest Training

· Customer Care Training

· Telephone Courtesy Training

· HR Management Training

PERSONALITY

· Punctual and dedicated person 

· Co-operative, efficiency and flexible

· Diverse office Work experience and market Exposure

· Capable of dealing with constant changes and leading challenges

· Maintain and observe honesty and loyalty

· Ability to socialize with different communities and cultures

· Always cheerful, stay calm under pressure

	ACADEMIC & PROFESSIONAL QUALIFICATIONS


2002-2004 GRAFFINS COLLEGE
Diploma in Public Relation 
2003-2005 UNIVERSAL COLLEGE

Diploma in Hotel Management

2008-2009 ZABEEL INSTITUTE

Diploma in HR Management
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