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PERSONAL PROFILE & CAREER OBJECTIVES
To apply my comprehensive experience, skills and knowledge in sales and customer services in a highly 
motivated multicultural company, where I can gain further exposure and enhance my competencies 
while providing significant contribution to the growth and advancement of the organization.
Career Summary
November 2015 to November 2016- Media One Hotel, UAE
Cashier/ Hostess
·  Greet guests and patrons personally and on the telephone 
·  Offer appropriate seating arrangements
·  Present menus and take orders
·  Ensure the quantity of menus is sufficient to cater to the number of guests
·  Relay orders to the kitchen and ensure all orders are filled in a timely and accurate fashion
· Set up dining rooms and make reservation arrangements
·  Maintain clean and organized tables and work area
· Assist room service when and as needed
·  Manage event related work including setting up tables and maintaining both exterior and interior of the restaurant
· Receive payment by cash, check, credit cards, vouchers, or automatic debits.
· Issue receipts, refunds, credits, or change due to customers.
· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.
· Greet customers entering establishments.
· Maintain clean and orderly checkout areas.
May 2013 to November 2015 JA resorts and Hotels Dubai, UAE 
Hostess
· Greet guests and patrons personally and on the telephone
· Relay orders to the kitchen and ensure all orders are filled in a timely and accurate fashion
· Manage event related work including setting up tables and maintaining both exterior and interior of the restaurant
· Assist room service when and as needed
January 2012– March 2013 Karen Auto Mart Limited
  Sales Executive                
· Understands automobiles by studying characteristics, capabilities, and features; comparing and contrasting competitive models; inspecting automobiles.
· Develops buyers by maintaining rapport with previous customers; suggesting trade-ins; meeting prospects at community activities; greeting drop-ins; responding to inquiries; recommending sales campaigns and promotions.
· Qualifies buyers by understanding buyer's requirements and interests; matching requirements and interests to various models; building rapport.
· Demonstrates automobiles by explaining characteristics, capabilities, and features; taking drives; explaining warranties and services.
· Closes sales by overcoming objections; asking for sales; negotiating price; completing sales or purchase contracts; explaining provisions; explaining and offering warranties, services, and financing; collects payment; delivers automobile.
· Provides sales management information by completing reports.
· Updates job knowledge by participating in educational opportunities; reading professional publications.
· Enhances dealership reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments.
February 2011- December 2011 Efex Limited
Customer Service/ Receptionist
·  Answering all inquiries and telephone calls from the clients
· Answering the phone as per standard policy and to respond to clients in an efficient and professional manner
· Maintaining a tidy reception desk and reception retail area
· Keeping proper filing of all information required
· Keeping the filing system as required and filling of documents
Educational Qualifications
Diploma: Journalism & Mass Communication: Mount Kenya University

Kenya Certificate of Secondary Education: Kahuhia Girls High School, November 2004
Kenya certificate of Primary Education: Mbiri Primary School November, 2000
Internship
Photo journalism, broadcast and print media intern at Kenya Institute of Education August –September 2010
Computer Skills 
Good working knowledge of Microsoft office suite and use of the internet
Training 
Up selling training -   JA Ocean View Resorts
Cross Training  Receptionist
Additional Information
· Sex                            :  Female
· Nationality
      :  Kenyan
· Marital Status           :  Single
· Visa Status
      :  Visit / tourist Visa
· Languages
:English & Swahili 
· Hobbies :  Writing, Photography, Reading & Nature conversation
References available on request



Linah


Email: � HYPERLINK "mailto:linah.365576@2freemail.com" �linah.365576@2freemail.com� 








LLLLLLLLLLLL








