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LENA 
Email: lena.336251@2freemail.com 

SEX: Female

NATIONALITY: Gambian


ADDRESS: Karama, Burdubai.
Residential Status: residence visa                   


Academic Qualifications:

Institute                                                                          Date                                 
Institute Of Travel and Tourism of The Gambia            February 2013- May 2013    
Course - Amadeus, Galileo & Customers Care

Level: certificate 
Institute Of Travel and Tourism Of The Gambia            February 2009- June 2009
Course- Air Cabin Crew

Modules:  Roles & responsibilities of air cabin crew, Safety & emergency procedure and in-flight medical care, Customer service and sales techniques, security within the aviation, Airport baggage handling and processing, Airport marshalling, communication within the  aviation industry, Airport check-in and processing passengers, Aircraft dispatch, Boarding & Arrival Services.
Level: Certificate in Air cabin crew

Institute                                                                              Date
Banjul institute of Professional Studies                              September 2004- June 2008
Course- The Association of Business Executive (UK)

Level:
· Diploma 1 in Business Administration (Organizational Behavior, Marketing, Economics & Quantitative method)
· Certificate in Business Administration (introduction to Business, Introduction to Quantitative  Method, Introduction to Accounting, Introduction to Business Communication

Senior High School                                                                         Date
Gambia Senior Secondary School                                      September 1999- June 2002
Certificate: West African Senior Secondary School
Subject: Mathematics, English Language, History, Government, Science, Geography, Literature
Career History:

Job Title: Sales and showroom Arrangement 
Employers Name: Furniture

Employment Date:1st May till date 

Responsibilities:
· Showroom arrangement

· Sales and Customer service representative

· Receiving payments and invoicing

· Data recording

· Delivery Bookings
· After sales service

· Dealing with complains and inquiries
Job Title: Sales Executive
Employers Name: RLG Communications Gambia Ltd
Employment Date: October 2013 – February 2015
Rlg Communications Gambia Ltd is part of Rlg communications group with headquarters in Ghana and UAE. 
Responsibilities: 

· Selling and Promoting Company products

· Participating in Road shows to promote new products

· Acquiring Wholesale dealers

· Writing daily report to the Marketing manager
· Assisting in the showroom whenever required

Job Title: Marketing Assistant
Employers Name: Iclick

Employment Date: September 2012 – July 2013

Iclick Gambia Ltd is a franchise of Iclick communications based in Senegal. 
Responsibilities:

· Marketing 
· Sending out introductory letters and booking appointments for presentations.

· Participating in presentations to introduce the new company

· Getting clienteles and increasing customer base

· Participating in interviews for newly recruits.

Job Title: Receptionist/ Cashier/ Part time Aerobic instructor 

Employers Name: Roots Health and Fitness Centre

Employment Date: June 2010- August 2012
Responsibilities:

· Dealing with customer inquiries
· Receiving Payment and issuing receipts

· Informing members of the rules and regulations of the gym

· Assisting with Aerobic classes whenever required

· Assisting new members with basic steps of exercise programs when required
Job Title: Switchboard/ Telephone Operation
Employers Name: Access Bank

Employment Date: March 2007- March 2010
Responsibilities: 
· Dialing and Transferring calls within the company
· Dealing with customers inquires both on phone and in person

· Acting Secretary to the Managing Director whenever the Secretary is on leave.

· Sometimes do Bulk cash collection for customers and issue receipts

Job Title: Frontline Sales personnel
Employers Name: Quantum Net Digital

Employment Date: October 2006- March 2007

Quantum net Digital is a Company that specializes in the sale of both digital and electronic equipments and appliances and the main Samsung agent in The Gambia. They are also an internet provider.
Responsibilities:

Attends to customers request and inquiries by telephone and in person
SKILLS:

· I have the ability to quickly establish a good rapport with customers and increase revenue through up-selling and cross-selling promotions.

· Helping customers find what they want and clearly explaining anything they need to know

· Being able to quickly identify all sales opportunities

· I  have skills in marketing and presentation 

· I am very skillful in the use of computer(Microsoft word, excel, and PowerPoint)

· I am very fluent in the English language and has a good communication skills which allows me to skillfully  deal with customers that have difficulty understanding the English.
HOBBIES: Reading, Gym, Swimming and networking   
REFERENCE: UPON REQUEST                                                                                                                                                      
               
