CURRICULUM VITAE                           
 KANINA  

Kanina.353269@2freemail.com
RE: APPLICATION  FOR A JOB VACANCY
CAREER OBJECTIVE 

To industriously advance my career in the changing waves of the hospitality world that would lead to greater productivity so as to supplement my experience in the challenging environment.

PROFFESIONAL EXPIRIENCE
ARCADIA HOTEL SUITES AND APARTMENTS (DUBAI)

RECEPTIONIST:           AUGUST 2015 UP TO DATE

RESPONSIBILITIES:
· To build a good rapport with all guests and resolve any complains.
· To deal with guest request to ensure a comfortable and pleasant stay.

· To be responsible for accurate and efficient accounts and guest billing process.
· To deal with customer complaints in an effective and courteous manner.

· To assist in keeping the hotel reception area clean and tidy all time

· To ensure that all reservations and cancellations are processed efficiently

SAGAL TOURS AND TRAVEL
 JAN 2014 – DEC 2014
  CUSTOMER SERVICE
· Researching and booking travel  arrangements for their clients e.g honeymoon.
· Offer advice on the destination and be knowledgeable about various destinations 
· Making transportation and accommodation recommendation  and  bookings
· Providing their clients with a wealth of information regarding their destination. 

· Keeping abreast of developments in foreign countries that may influence travel arrangements or make a particular destination unsafe for travel

· Making itinerary for the client for their length of travel stay

· To cope with multiple deadlines and be able to remain calm in a stressful situation

· Publishing materials that are sent out regularly to clients

· Booking airline on behalf of clients

· Making follow up with the airlines and hotel as well, for pickups/ drop off tome to/from the airport.

· Follow up with the clients to know about their feedback and experience
     SAFEPARK  HOTEL
      Jan 2012-Dec 2012:  

Customer care/ hostess
Responsibilities

· Welcoming the guests with a smile at all times

· Serving hot or cold towels to guests on arrival

· Escorting guests tom their respective booked tables
· Recognize repeat guest by name and welcoming them back

· Recognize guest specialty, anniversary, birthday, honeymoon, and arranging necessary gifts surprisingly

· To identify guest preference needs and anticipate their  expectations in details including those with special needs

· Providing appropriate products, services or information at hand to all guests.
· Ask for assistance from the other team members, supervisors and managers when required.

· Bidding farewell to guests when leaving the dinning area

· Carrying out any other reasonable duties as assigned by the management.
ACADEMIC QUALIFICATIONS

JANUARY 2013-NOVEMBER 2013

THIKA TECHNICAL TRAINING INSTITUTE
Diploma in information technology 
JANUARY 2008-NOVEMBER 2011

IGEGANIA  HIGH SCHOOL 

Kenya certificate of secondary education

JANUARY 2000-NOVEMBER 2007
ROKWAN JUNIOR ACADEMY

Kenya certificate of primary education
Reference given upon request
