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                              CURRICULUM VITAE

          NOMA
       Noma.381027@2freemail.com 
NATIONALITY              Zimbabwean
DATE OF BIRTH           09-02-1986

STATUS                    Married
CAREER OBJECTIVE

To use my skills and experience in order to give a competitive and satisfying service to my employer, handle challenges, learn and embrace new ideas and use them to collectively achieve company goals and vision.

Work with a dynamic team where I could make a significant contribution while pursuing career and personal growth.

WORK EXPERIENCE

Front Office Supervisor, Dolphin Suites Hotel, Kampala, March 2017 to March 2018
· Over viewing and ensuring smooth operation of all the activities of the front office 
· Monitoring and reviewing all the checklist of arrival and departures
· Giving warm welcome to all the guests especially VIP's and providing them with best possible services 
· Resolving issues if there are any complaints regarding the quality of service delivered by staff members
· Working as per instructions given by the front office manager and organising and coordinating all the front office duties
· Supervising the front office staff and ensuring they adhere to hotel rules and regulations and making sure discipline is followed by all the staff members
· Providing details regarding the front office work if possible in a written format
· Encouraging front office team to improve their work enhancing quality of service they deliver
· Being involved in the registration and retrieving of data if there is a need
· Selecting appropriate rooms as per the varying requirements of the guests and confirming the rate by handing over the keys  
· Verifying credit cards for authorisation and handling cash and posting charges
· Receiving telephone calls and inputting the messages into the system and retrieving them to convey the content of the message
· Remaining alert and aware, serving as a role model to the other staff members especially in emergency situations 
Farnek Services LLC-Receptionist at Central Park Office and Apartments in DIFC Dubai, January 2015 to February 2017
· General maintenance of the reception, attending to enquiries and attending to residents’ complaints, queries and suggestions. 
· To welcome everyone coming into the building.

· Attending to calls.

· To ensure all safety and maintenance incidents hazardous are promptly reported to the responsible authority. 

· Configuring and printing car park access cards and gate access cards.

· Maintain grooming and hygiene standards according to company policies.

· Making sure the moving in and moving out procedures are adhered to and submission of required information is done before moving in. 

· Logging in visitors and issuing visitor passes.

· Giving access to the building and checking whether the visitors have identification cards.

· Handing over keys to new apartment owners.
· Assisting customers in snagging the apartments.
· Assisting in viewing of the apartments, retail and offices.

· Making sure the owners of the apartments registered with DEWA and Empower before handing over the keys.

Emrill Services LLC -Concierge at the Torch Tower, Dubai Marina October 2013 to December 2014

· General maintenance of the reception, attending to enquiries and attending to residents' complaints, queries and suggestions. 

· To welcome guests coming into the premises.
· Attending to calls.

· To ensure all safety and maintenance incidents hazardous are promptly reported to the responsible authority. 

· Maintain grooming and hygiene standards according to company policies.

· Making sure the moving in and moving out procedures are adhered to and submission of required information is done before moving in. 

· Giving access to the building and checking whether the visitors have identity cards. 

 Edgars Stores-Customer Service Agent, Bulawayo, 2011 -2013 
· Provide customer service and support for the organization.

· Implement corrective action as needed in order to ensure that customer satisfaction is maintained.  

· Co-ordinate the handling of difficult and unusual situations.

· Ensure and provide quality service to both internal and external customers.

· Receive inquiries and contacts from the organizations regional offices to resolve a variety of order-related issues.

· In case of emergencies help customers to follow the correct emergency procedures.

· Welcoming customers, directing them to the departments of their interests and receipting of payments.
· Opening of new accounts, issuing account numbers and activating the new accounts.

· Answering telephone calls and calling customers to inform them when their accounts are now active.

· Assisting in stock count

Front Desk Agent- Holiday Inn Express Hotel, Beitbridge, 2008-2009

· Deliver excellent customer service, at all times.

· Assist in keeping the hotel reception area clean and tidy at all times.

· Deal with all enquiries in a professional and courteous manner, in person, on the telephone or via email.

· Administer all reservations, cancellation and no shows, in line with company policy.

· Keep up to date with current promotions and hotel pricing, to provide information to guests on requests, while maximizing bedroom sales opportunities.

· Fulfill all reasonable requests from guests to ensure their comfort, satisfaction and safety.

· Report any maintenance issues immediately to line manager, including all furniture, fittings and equipment.

· Provide reports as required, for housekeepers and management.

· Be responsible for evacuation, in case of emergency, acting as first point of contact for guests and the emergency services.

· Maintain personal knowledge by completing in-house training and work books.

· Always adhere to all company policies and procedures and licensing laws.

· Be involved and contribute at team meetings.

· Carry out instructions given by the management team and head office.

KEY ATTRIBUTES

· Strong communication skills in English.

· Ability to maintain and uphold confidentiality in work place.

· Good time management and self-motivated individual.

· Good team player.

· Result and customer oriented.

· Prioritizing.

· Interpersonal skills

· Initiative and problem-solving abilities. 

· Dependability.

LANGUAGES

English  

Zulu     

Ndebele   

EDUCATION
Midlands State University

Bachelor of Commerce Tourism and Hospitality Management Honors’ Degree

Manama High School

Advanced Level Certificate

Manama High School

Ordinary Level Certificate                               


