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	Enthusiastic and dynamic professional seeking an opportunity in Gulf with expertise in Front Office, Reception Duties, Customer Service, Customer Handling and Sales Coordination. An independent worker with ability to work in a pressurized environment and effectively prioritize job responsibilities. Highly motivated and flexible team player, who can bring to your business: additional professionalism, enthusiasm and practical work experience. Also a trustworthy colleague with willingness to learn and capability of dealing with constant challenges and leading change. Possess good communication, interpersonal, coordination, time management and client relationship skills.

	

	CAREER ACHIEVEMENTS

	· Successfully diversified products which increased sales by 60% of profit.
· Performed duties towards achieving the organizations’ goals and objectives.




	EDUCATION

	

	Higher Secondary Education
	2002

	Kericho Tea Secondary School, Kenya
	

	
	

	CAREER SNAPSHOT

	

	Assistant Sales Representative
	1 year

	Cadburys Kenya Limited, Kericho, Kenya

	

	Sales Manager
	3 years

	Rashney’s Boutique, Kericho, Kenya

	

	Sales Manager
	1 year

	Wonderland Cosmetics, Kericho, Kenya
Personal Assistant
Bunsons Travel Services/Carlson Wagonlit ,Nairobi,Kenya
	1 year


	AREAS OF EXPERTISE

	Personal Assistant Duties
· Manage complete administration work, prepare reports for the managers, handle daily cash, currency exchange, invoicing and make duty rosters for reception staff.

· Prepare itineraries; take care of hotel, make transportation schedule for arrivals and departure and sight seeing arrangements for clients.

· Attend phone calls, take messages and forward the calls to the right person.

· Operate telephone switchboard to answer, screen and forward calls, provide information, take messages and schedule appointments. 
· Arrange reservations and routing for clients at request.

· Attend walk-in guest for direct selling of hotel rooms & assist in check in & check out of the guests.

· Posting of bills from the different outlets in the hotels-bars, restaurants, cafes, etc.

· Preparing the bills upon departure, processing cash register for payment and credit cards.

· Develop contacts among travel agencies, tour operator, companies and in-house guests.

· Provide necessary assistance to the guests for accommodation inquiries, catering, travelling etc.

· Inter-act multi-cultural clients for enquiring different treatment and share no common problems.

· Schedule appointments and packages for guests in shortest possible time with accuracy.


	Farida 


	PROVEN JOB ROLE

	

	Sales Management
· Maintain excellent client relationship, follow up regularly on accounts, provide feedback to management on product performance and help clients get maximum benefit from range.
· Take care of business development, order execution, price negotiations and effective pre-post follow up with clients for payments. 

· Led and head a team of sales staff as well as providing trainings for the new recruits regarding product related matters.

· Identify and select merchandise from different brands to be displayed in the outlet.
· Manage product promotion, conduct presentation-product demonstration and participate in trade exhibitions, offers and product launch.
· Perform physical audit to ensure availability of stocks at par level.

	

	PROFESSIONAL TRAININGS

	Attended practical trainings in Computer and Sales Management Skills


	IT SKILLS

	Microsoft Office, Internet and Email applications


	PERSONAL DETAILS

	Nationality: Kenyan
                Date of Birth: 3rd Sept 1984                        Marital Status: Single         
   Visa Status: Visit Visa                       Languages: English & Swahili


	  REFERENCE

	Available upon request
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