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BILHA
Bilha.354713@2freemail.com
Age: 28
Nationality: Kenyan

KEY COMPETENCIES

· Spectacular customer service skills leading to positive connections and great 
working relationships with clients, employers and other employees.
· Ability to multitask and effectively manage simultaneous tasks.

· Excellent interpersonal skills and politeness to handle complaints tactfully and to the clients’ satisfaction.

· Ability to work long hours under challenging situations which provides flexibility to work in multiple disciplines.

· Team working skills with keen interest to share knowledge with team members without compromising the standard working procedures.

· Excellent communication and language skills.

EDUCATION AND PROFESSIONAL DEVELOPMENT
· Grooming & Appearance, Movenpick Hotel and Resorts, IBG 2014

· First Aid & Fire Safety Training , Movenpick Hotel and Resorts, IBG 2014
· Food safety & Hygiene, Movenpick Hotel and Resorts, IBG 2014
· Diploma – Public Relations, Graffins College, Nairobi , 2010

· Diploma – Front Office Operations, Railways Training Institute, Nairobi, 2007

PROFESSIONAL WORK EXPERIENCE

October 2013 – June 2015

Hostess

Movenpick Hotel & Resorts, Ibn Battuta Gate, Dubai

· Welcome guests and escort them to their tables.

· Make, confirm, amend and cancel reservations.

· Plan out the sitting chart.

· Provide quality prompt responses to guests in person, over the telephone and through email.

· Build and maintain healthy relationships with guests.

· Manage event related work including setting up tables and maintaining both exterior and interior of the restaurant.

· Clean, organize and stock menus at the hostess`s desk.

March 2011 – August 2013

Guest Services Agent

The Victorian House

· Answer telephone calls from guests seeking to make reservations.

· Assign rooms, issue keys and ascertain guest payment and billing information.

· Answer guest requests for assistance and coordinate with concerned departments to fulfill the requests.

· Follow up on guest interactions.

· Provide guests with access to hotel services and facilities.

· Deal with guest complaints and promptly find ways to resolve issues to the guest’s satisfaction.

· Upon checkout, calculate guest’s final bill and collect payment.

July 2008 – December 2010

Calm Waters Caterers

Events and Catering Coordinator

· Provide an outline and budget of events needs.

· Maintain client satisfaction through investigating and resolving client complaints.

· Work together with the entire team to provide customer service exceeding client expectations at all events.

· Maintain client relationship.

· Supervise set before and during events.

SUMMARY

I am always looking forward to new challenges. I love to take risks. I am eager to discover new opportunities and willing to be part of multinational teams, where the diversity combined with team spirit broadens your knowledge and understanding of other people’s needs.

 In my professional career I have always looked out for opportunities that would allow me to follow that path. I believe I am the right candidate and would bring a lot of professionalism and positive attitude into the team.

REFERENCES

 Available upon request

