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CAREER/OBJECTIVE
To employ my educational and qualifications skills to benefit my personal objectives, personal growth and interpersonal skills, to benefit both me and my potential employer for mutual interest of company growth.

WORK EXPERIENCE
2009 to Date:     Dubai - Waitress  
Duties/responsibilities

· To get involved in the daily mise en place according the whole day service requirements.

· To ensure guest are welcomed and recognized

· To ensure and follow standards of menu presentation, order taking and service is taken in an efficient, helpful and friendly manner to meet the guest expectation.

· Follow up that the guest is satisfied with the product and services.

· Settle guest bill without any delay or errors.

· To ensure the guest satisfaction upon their departure.

· To carry out other related assignments and tasks entrusted by the manager

 2008 –   Uchumi Supermarket, Kenya - Cashier –

Duties/responsibilities
· The first duty of cashier is to greet the customers entering into organization
· Handling all the cash transaction of an organization
· Receive payment by cash, cheques, credit card etc
· Checking daily cash accounts

· Guiding and solving queries of customer

· Providing training and assistance to new joined cashier

· Maintaining monthly, weekly and daily report of transactions
2004 – 2007:  Mombasa Beach Hotel, Kenya- Receptionist
Duties/Responsibilities
· Dealing with booking by phone 
· Completing procedures when guest checks in and at the time of their check out

· Choosing rooms and handing keys to the guest 

· Preparing bills and taking payments 
· Handling complains and special requests.
· Receiving and delivering messages guests.
· Marketing the brands through verbal communications by informing the guest the offers we have and the type of rooms available making him have a quick time and variety of choices.
 2002-2003- Unilever Kenya Limited - Data Entry Clerk-    

· prepare, compile and sort documents for data entry

· check source documents for accuracy

· verify data and correct data where necessary

· obtain further information for incomplete documents

· update data and delete unnecessary files

· enter data from source documents into prescribed computer database, files and forms

· check completed work for accuracy

· maintain logbooks or records of activities and tasks 

· print information when required

2000-2001 - Unilever Kenya Limited- Sales & Marketing 

· Increase product awareness
· Provide product information
· Handing items to the consumer e.g. Small gifts or information
· Marketing  campaigns  in malls ,bars and stores

PROFESSIONAL BACKGROUND
Jan 2002 – sept 2003   :  Utalii College
                                           Certificate in Reception technique 
Jan 2001 – Nov 2001     : Institute of Advanced Technology 

                                             International Computer Driving licence (ICDL)

EDUCATIONAL BACKGROUND  
1995 – 1998                     : Kianderi Girls High School
                                              Kenya Certificate of Secondary Education

HOBBIES
· Reading, Travelling and adventures, Sports(badminton, swimming)

Reference upon request

