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CURRICULUM VITAE

	


Name


: Naima 
E-mail
                        : naima.383861@2freemail.com 
	Objective


· I am a hardworking self-motivated, systematic and responsible employee who enjoys the challenge of busy demanding work environment. I enjoy working as a team member and I am used to prioritize workloads under pressure and making a significant contribution to the efficiency of the organization..

	Synopsis


· Eleven years work experience in different positions with reputed company, gaining an overall understanding and confidence.
· Excellent interpersonal and communication skills with ability to project and elicit enthusiasm, drive and energy.

· Instill high level of confidence in team members, to work towards achieving the set goals and produce high results.

Professional Experience

Basma Plaza – Mombasa Kenya 
      
 
Customer Service Supervisor







 Mar 2014 to Date
· Communicate effectively with customers, higher management, staff and visitors.
· Handling customer complaints and resolving any issues arising.
· Adhere to Health & Safety regulations and maintain a safe working environment.
· Order, replenish and display merchandise maintaining a high standard of presentation.
· Implement correct procedures for dealing with exchanges and refunds, making appropriate referral.
· Have an awareness of in-store and company developments, e.g. new ranges, promotions.

Basma Plaza – Mombasa Kenya
Sales Associates – Furniture Section                                                                             
    April 2013 to September2014
· To provide the highest standards of customer service by demonstrating excellent knowledge of product and services.
· Train new and existing sales associates.
· Acknowledging best selling products and ensure proper stocks availability.

· Ensure excellent floor standards are maintained at all times.
· Merchandising new products once received.
· Ensuring storage area has been maintained according to health and safety procedures.
Nyali Beach Hotel – Mombasa, Kenya                                   
                                           January2012 to January 2013
· Front Desk Receptionist, Guest Relations.
· Prepare daily, weekly, and monthly reports.
· Reservations assistant for hotel and Restaurant bookings.
· Sourcing staff accommodation for new employees and Management.
Education and Qualification




                                     2007 to 2011
· O Level of education (2007-2011)
Computer Skills and Training
· Basic Knowledge of Computer using Microsoft office (Word, Excel, PowerPoint)

· Customer Service Training programme

· Product handling and maintenance training.
Referees – Will be furnished upon request
