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CURRICULUM VITAE

Benson 
Email: benson.334527@2freemail.com 
PERSONAL DETAILS
· Date of Birth:

Dec. 1st, 1977
· Sex:



Male
· Nationality:


Kenyan

· Marital status:

Married
· Religion:


Christian

· Languages:


English, Swahili and French. 

· Visa Status 


Resident

· Valid UAE Drivers License

OBJECTIVE

To utilize my professional, academic and work experience in retail industry that rewards innovation, competitiveness, professionalism and integrity.
PROFESSIONAL PROFILE

· Articulate communicator with excellent oral and written communication skills in English and Swahili language.
· Customer focused with effective customer service skills
· Team player

· Strong organization skills

· Reliable and competent

· Time manager
PROFESSIONAL EXPERIENCE

May 2013 – Dec 2016
ELECTRONICS
Sales Supervisor / Department Manager (IT) 

RESPONSIBILITIES

· Devise strategies for achieving monthly, quarterly and annual targets for the department and the store

· Identify and exploit opportunities that will help  improve the departmental sales

· Ensure we have the right mix of products to appeal to the dynamic technological needs of the modern customer 

· Set individual targets for the sales staff and monitor to ensure departmental achievement

· Organize for training of the sales staff on new products and other refresher sessions

· Manage the IT inventory to eliminate shrinkage

· Staff development – appraise
Nov 2009 – April 2013 
PLUG INS ELECTRONICS

Customer Service Supervisor

RESPONSIBILITIES

· Developing customer service Standard Operating Procedures and policies 

· Coordinating with vendors and service centers to improve the after sale service for the customers’ units under repair.

· Liaising with other departments, especially the stock keepers, to minimize shrinkage emanating from customer returns

· Training and assessing new customer service and sales staff 
· Research and benchmark prevalent customer service trends and challenges in the market to stay ahead of the game

· Solicit for feedback from customers on areas of improvement and act on the same.

Oct. 2008 to Oct 2009 
PLUG INS ELECTRONICS

Customer Service Representative

RESPONSIBILITIES

· Attending to customer’s queries on stock availability

· Planning and arranging Home deliveries

· Attending to customers’ concerns and observations

· Responsible for taking customers’ faulty units for repairs and following up to completion

· Coordinating with other departments to make sure the customers experience is favorable  

Feb. 2004 – Sept 2008 
HOLIDAY INN NAIROBI
Guest Relations Officer / Cashier
RESPONSIBILITIES

· Compiling and managing guests’ accounts 

· Arranging clients airport transfers 

· Responsible for guests relations, bookings and reservations management

· Training receptionists and new staff.
Nov. 2002 – Jan 2004 
The Stanley Hotel, Nairobi

Reservations Officer 
RESPONSIBILITIES

· Processing reservations for hotel guests 
· Develop room revenue and occupancy forecast

· Maintain  Guests’ records 

· Process cancellations and changes and communicate to relevant departments 
· Process advance deposits and payments.

Nov. 2000 – Oct 2002 
The Serena Hotel, Nairobi

Receptionist / Cashier

RESPONSIBILITIES

· Check in / out of hotel guests

· Maintaining guests’ accounts 

· Providing information to callers, greeting persons entering organization and directing individuals to correct destination.

· Dealing with queries or requests from the hotel  guests 

· Providing general clerical and administrative support to the front office department

· Preparing letters and documents, receiving and sorting out e-mail and deliveries.

· Ensuring that common areas in office premises are equipped with required office supplies as appropriate.

· Monitoring the use of equipment and supplies within the office.

PROFESSIONAL TRAINING

Oct. 1998 – Sept. 2000
Kenya Utalii College.  

I underwent a 2 year Front Office Management course.  This Course took me through several areas of study in managing a front office in hospitality and other Customer based businesses, Business administration and accounting
ACADEMIC QUALIFICATIONS

1998 to 2000
Kenya Utalii College
Awarded an Associate Certificate in Front Office Operations and Management 
1992 to 1996
Kiaguthu Boys High School




Kenya Certificate of Secondary Education (K.C.S.E)




Acquired - Mean Grade C+ 

OTHER SKILLS

· Certificate in First Aid

· A certificate in Basic Golf Skills

HOBBIES AND INTERESTS

· Travelling
· Hunting

· Reading
· Sports
REFEREES

Available upon request.

