	          BRIANNA 
Brianna.363132@2freemail.com


	LANGUAGES SKILLS:
                            

· Excellent. in English-spoken and written 

. 



	PERSONAL INFORMATION:
Age

    : 25
Date of Birth    :29/02/1992
Citizenship
    : Kenyan 
Civil Status
    :single
Religion
    :Christian 
Sex

    :female
        

	


OBJECTIVES: 

     Seeking a challenging career position where operational and experience can be used     to achieve increasing of productivity with progressive company.

WORK EXPERIENCE:

BOMA HOTEL FRONT OFFICE (RED CROSS)

· Operates front office posting software.

· Obtains the house bank and keeps it balanced.

· Completes cashier pre-shift supply checklist.

· Completes guest check-in procedures.

· Clarifies customers question or concerns about the charges on their bills.

· Maintains adequate supplies of outlet stationery for cashiers.

· Assists with distribution of month end reports as directed by accounts or front office manager.

· Attends meetings as required.

· Maintains a track of all high balance guests.

· Check and follow up on all bills on hold.

BOUNTY HOTEL FRONT OFFICE

 Nairobi Kenya 
· Register guests and assign rooms

· Attend department meetings

· Receiving calls from guest.

· Processing payments.

· Customer service 

	SKILLS:

Basic computer training in Microsoft office including                                                   

Word Excel and PowerPoint.




JULY 2009- NOVEMBER 2010:      RECEPTIONIST/OFFICE ADMIN SATELLITE OPTIONS 

 Nairobi Kenya
· Receiving calls. 

· Filling documents.

· Taking appointments for manager and other senior staff. 

· Attending to company communication including e-mails.

· Selling of satellite dishes and TV Decoders.

· Customer service. 

· Implementing department policies and changes.

EDUCATIONAL BACKGROUND: 
JAN 2014-JUNE 2016:       NATIONS TRAINNING INSTITUTE                                            Diploma in leadership trainning
JAN 2013-DEC 2013: 
VALENTINE HOUSE OF CAKE

Certificate in cake and pastry making                                                                                                                                                                    
2011-2012                          
UNIVERSITY OF NAIROBI

Certificate in drawing and painting design

                                                2006-2010:                         

GACHIE HIGH SCHOOL                                             Kenya Certificate of Secondary Education 

1998-2005

WHITE COTTAGE SCHOOL

Kenya Certificate of Primary Education   

HOBBIES:                                    

 Physical exercises, watching movies, listening to music 

DECLARATION

  I hereby declare that the above mentioned information is true to the best of my knowledge and belief

 REFEREES:                             Available on request.

