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Profile

Energetic, results-oriented self-starter ,Possess ability in organization, written and oral communication, listening, and interpersonal relationship skills, takes pride in maintaining the highest ethical standards at all times. Inspire loyalty, team commitment, patience, understanding workforce diversity, quality performance, and compliance with organizational directives.

EMPLOYMENT HISTORY

POSITION:
     OFFICE ADM ASSISTANT 
DATE:                  FEBRUALY 20:13 to date
RESPONSIBILITY:
» Sorts and distributes incoming and outgoing mail.

» Operates manual and electronic mailing equipment. 

» To renew company related licenses prior to their expiry date. 
» Responsible for smooth running of managing directors transportation by maintaining their car  parking,fueling,salik,sarvice,repair, etc

»  Work with accounts for college sallary deposite or encashing on their verius banks.
» Go to Isg projects site (abu dhabi, dubai) pick and drop docs e.g po box Latters, HR docs,samples,etc
» Operates office equipment and completes general office work. additional duties may include answering telephones and data entry.
» Go to factorys, campanys,offices(abu dhabi dubai) pick and drop cheqs,items,docs, samples etc

» Purchase Isg office Items @ shops, malls,supermarket eg coffee,bulb,food etc» Responsible of maintaining office repair purchase items for replace and call for repair man 

» To assist sponsored staff and their dependents in the medical check process.
» Maintains store items disposing damaged items keep receipts & records.
COMPANY:          SIX RENT A CAR
POSITION:
       RENT A CAR AJENT
DATE:                    DECEMBER 2010 T0 JANUARY 2013/1/5
RESPONSIBILITY
» Receive enquiries from the public either in person or by telephone, take bookings and inform customers of the rental rates charged
» Book customers by entering details such as the type of car, rental period and planned journey into a computer or onto the appropriate form
» Check customers' identification and drivers licences draw up rental contracts and process payments using a computer system
» Arrange for cars to be ready for customers at the rental office or delivered to their hotels or places of business
» Explain the controls of the rental cars to customers and provide them with directions and tourist information when necessary
» Check returned cars to log kilometres travelled and for any damage, enter details into a computer and present final accounts to customers
» Receive payment and return customers' prepayments
» Note any car problems encountered by customers and follow up with appropriate action
» Process overdue vehicles and collect additional payment
» Arrange for cars to be cleaned and refueled, ready for the next customer
» Collate all transactions into a daily report and balance the cash and till.
COMPANY:            BELHASA GOURMENT L C. C SEGAFREDO AIRPORT TERMINAL 3
POSITION:
          TRANSPORTATION & STORE INCHARGE,

DATE:                      NOVERMBER 2008 TO AGUST 2010
RESPONSIBILITY:
» Ordering, Receiving, Price changes, handling damaged product & returns.

» Problem solving, handling unusual circumstances.

» Handling problems and questions to customers.
» Training staff on how to arrange the store according to the expiration date.

» Picking the staff from home to work and from work to home.

» Arranging and sending pick up timings for each staff.

» Managing staff breaks and off days.
COMPANY:              JUMEIRAH INTERNATIONAL (WILD WADI WATER PARK)

POSITION:               SAFEGUARD & TEAM LEADER
DATE:
            JULY 2004-TO OCTOBER 2008
RESPONSIBILITY:

10\20                           » Proactive, responsible, self-disciplined Alert, Attentive.

Minute Strategy          » Self-motivated, Reliable, Self-aware, and Consistent.

CPR
                        » Safety orientated,CPR.Certified Knowledgeable, Trustworthy, and Adept.

Rescue Breathing       » Safety orientated, CPR.Certified Knowledgeable, trustworthy, Adept.

First Aid  
            » Safety oriented,First Aid Certified Knowledgeable, Trustworthy, Adept.

Scenario Trained        » Confident in high stress situations. Excellent communication skills.

Audits                         » Ability to work under pressure, Accountable, Goal Achiever.

Cleaning Squad.         » High level of maintaining cleanliness.

Test Ready                 » Accountable, Empowered, Capable.

Rescue Ready           » Accountable, Reliable, Capable.

COMPANY:            ALANWAY MOTORS IN SHARJAH

POSITION:             SALES ADVISORY
DATE:                     FEB 2004-JUNE2004

RESPONSIBILITY:
»   Preserving customer service standards

»   Handling client enquiries.

»   Conducting computer activity and monitoring survey.

»   Promoting items, timely cheeking expiries and damages.

»   Supporting team members.

»   Representing the company attending meeting.
»   Achieving set targets, maintaining databases.

Additional Information

Holds U.A.E valid Driving Licence.

Driving over ten years in UAE roads.

Good understanding of Microsoft word & Excel office application.

Speaks and Wright English Efficiently.

Telephone Antiquates.

EMPLOYMENT CERTIFICATE ATTAINED
Certificate of service
Recognition of three year service with jumeirah.

Certificate of service

Outstanding commitment, enthusiasm and participation in winning the Dubai.

Certificate of team leader
Cross training from 29 Sep 2007 to 17 Oct 2007 as team leader in wild wadi operation.
ACADEMIC QUALIFICATIONS

SEP 2014- FEB 2015   EXCEL Centre for Training & Management

CERTIFICATE FOR HUMAN RESOURCE MANAGEMENT

APR 2000- OCT 2003 KENYA CHRISTIAN AND IDUSTRIAL TRAINING INSTITUTE (K.C.I.T.I)

Certificate auto mechanic and electro engineering.

FEB 1996-NOV 2000      KENYA CERTIFICATE OF SECONDARY

EDUCATION
(K.C.S.E)

Kirinyaga boy's high school.

