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Personal Profile
A polite and well-spoken personnel with 4 years’ experience, deadline oriented and having a passion for providing the highest standards of service to customers. Currently looking for a suitable position with a reputable and ambitious company where my skills and expertise can be exposed to new and diverse business operational challenges.
Personal Details
	Date of Birth
	:
	22 February 1987

	Sex
	:
	Female

	Marital Status
	:
	Single

	Nationality
	:
	Zimbabwean

	Languages Spoken
	:
	English & Shona


Work Experience
From February 2013 - 5 July 2017  Holiday Inn Harare, Zimbabwe
Front Desk Agent/ Guest Relations Officer
Duties and Responsibilities
· Check in and checkout, VIP check in 
· Customer services, ensuring guests have all hotel products/services available during their stay. 
· Priority Club Enrolment, Upselling and billing. 
· working with knowledge of the hotel rates, packages, promotions, discounts and vouchers. 
From September 2012 – Jan 2013 Kays Travel and Tours Harare, Zimbabwe Administrative Assistant
Duties and Responsibilities
· Typing, photocopying, scanning and filing documents. 
· Typing documents and distributing memos. 
· Scheduling travel arrangements for guests. 
· Maintaining the confidentiality and security of sensitive information. 
· Switchboard operator 
From March 2010 – Dec 2010     Holiday Inn Harare, Zimbabwe
Internship
Achievements
· Received Best Employee award in 2014 on the attainment of the target score for the Intercontinental Hotel Group (IHG) member recognition. 
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Professional Skills
· Proactive Strong Leadership 
· Solid knowledge of Opera 
· Ability to comply with the shift tasks list. 
· Ability to develop team 
· Able to diffuse problematic scenarios 
Personal Skills 
· Presents a professional corporate image 
· Clearly spoken 
· Outgoing and personable character 
· Positive can do attitude 
· Innovative / Creative 

Professional Details
Higher National Diploma in Tourism and Hospitality Management: January 2008 – November 2012 Mutare Polytechnic College
Academic Profile
Ordinary Level
6 Passes including Mathematics and English
Hobbies and Interests

●
Travelling, Cooking and Playing Tennis

Referees
●
Upon request
