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Ruth
 Ruth.366657@2freemail.com  
CAREER OBJECTIVE 
Seeking a position that will take advantage of my knowledge while providing opportunity for growth and advancement
PROFILE

A highly dedicated and result-driven professional with core competencies in sales and customer service. A born leader with capacity to inspire others to work at their highest level and achieve a consistent performance.

Demonstrated expertise in selling products and services, providing administrative support, performing well under work pressure, dealing with multicultural customers, meeting tight deadlines. Well versed with MS Office, Seeking to land a job where potential skills will contribute to organization’s success.
Visa Officer.

Nov 2014 – To date ▪ VFS GLOBAL (Contact Centre)

Duties/ Responsibilities
· Accept Canada, Australia and New Zealand Visa Applications on behalf of the Embassies.

· Handling external customer queries and complaints with regards to visa application for Canada,
Australia, Newzealand.

· Have attained both Internal and External Business Sales Targets.

· Training New Staff regarding the operations and the different complexities experienced with daily operations.

· Completion of Daily Accountability of Applications and Passport held at the Application Centre on any given assigned day and thereafter securing the same in protective custody for the next day’s delivery.

· Being the Face of the Company while managing the reception of the Application Centre.
· Accountability of day’s end cash whenever assigned.

· Participating in Customers Surveys and opinions for better improvement in services.
· Perform Back Office Operations and Administrative duties.
· Handling courier services at the visa application centre.

· Complete daily applications as per appointment timings allotted to applicants so as to maintain a positive response and experience from applicant’s point of view.

· Making documentary evidence of the applicants requests which is later sent to the Embassy.

· Attaining internal and external Branch Sales Targets for Self and Company growth.

· Answering courteously inbound calls.

· Responding to customers inquiries through Web chats
· Knowledge in schengen visa procedure and other (Australia, Canada, New Zealand)

· Knowledge in immigration procedure, transit visa and border regulations.

· Regularly self updating on information on the process.
EXPERIENCE 
Oct 2008 – July 2013
 Alshaya Company (star bucks) 

Customer Care

Duties/ Responsibilities

· Welcoming customers

· Tendering transactions with foreign currency while maintaining procedures and till point policies 

· Delivering legendary customer service to all customers while maintaining a calm presence in a fast-paced, challenging environment

· Cash handling and preparing daily cash & credit card transactions report, daily stock status report and the monthly sales reports

· Achieving high sales through suggestive selling, add-ons and high average checks by using the service steps of Connect, Discover and Respond

· Ensuring enthusiastically satisfied customers – quick and efficient service, correct transactions, and courteous interaction

· Following Starbucks operational policies and procedures, including those for cash handling, merchandising, stocking, and maintaining cleanliness of the store

Sept 2006 – Feb 2008 

Gallot Real Estate (Nairobi, Kenya)






Admin Assistant

Duties/ Responsibilities

· Meeting and greeting clients and visitors to the office.

· Typing documents and distributing memos.

· Handling incoming / outgoing calls, correspondence.

· Faxing, printing, photocopying, filing and scanning.

· Organizing business travel, itineraries, and accommodation for managers.

· Monitoring inventory, office stock and ordering supplies as necessary.

· Updating & maintain the holiday, absence and training records of staff.

· Responsible for purchase orders.

· Raising of purchase orders and invoice tracking. 

· Creating and modifying documents using Microsoft Office. 

· Setting up and coordinating meetings and conferences. 

· Updating, processing and filing of all documents.

Achievements.
· Track record of sales experience, consistently achieved individual and team’s sales targets.

· Recognized for consistent top performance and breaking sales records.

 Progressive career sales and service experience.

· Received four ‘Spot-on Awards’ certificates in appreciation for extra ordinary performance and service excellence(VFS Global UAE,2015 - 2016)
Jan 2003– Aug 2006


Gallot Real Estate (Nairobi, Kenya)

Receptionist
Duties/ Responsibilities

· Answering of visitor inquiries about the company and its services

· Directing visitors/clients to their destinations

· Answering incoming calls on multi-line telephones or a switchboard

· setting appointments, filing, records keeping, keyboarding/data entry and performing a variety of other office tasks e.g. faxing, emailing

· perform bookkeeping and keeping the lobby area tidy

· Greeting everyone coming into the office with a smile, friendly, warm and make everyone feel welcome.

· Keeps an up-to-date inventory of office furniture and equipments (laptops, desktops, cell phones, blackberries, video / audio conferencing equipment etc…).

· Maintains office supplies records, including inventory, and office machines 

· Assists in the upkeep and renewal of all Company legal registrations in a timely and efficient manner 

· Purchases office supplies (e.g. stationery, letterhead…) 

EDUCATION 

Nadia Training Institute (Dubai, U.A.E)

07th Aug 2011- 18th aug2011

· Certificate in Office Administration

Breldan Consultants and Computers College (Nairobi, Kenya)

Jan2002 – Nov 2004

· Diploma in Front Office/Secretarial Operations
Komothai Girls High School (Kenya)
1997 – 2000

· Certificate of Secondary Education (O level)

COMPUTER SKILLS

· Microsoft Windows 7, XP and Vista

· Microsoft Office 2007

· Adobe Page Maker

· Internet & email

STRENGTHS 

· To work with self-confidence

· To work with a positive attitude
· Good communication skills

· Strong customer service skills
·  Accepts challenges positively

· Open to advice from others
REFERENCE 

To be provided on request 

______________________________________

Availability: Immediate 

Curriculum Vitae 








