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CAREER OBJECTIVES:

To be part of a leading company that empower me to invest my acquired professional and interpersonal skill to meet it’s mission and set goal.
EDUCATION BACKGROUND:
2013(Jan – to date)                             : Annamalai University – RAK Campus




 -Business Studies (BBA II yr).

2002(April – November)

: TECHNICAL SCHOOL OF NAIROBI




 -Obtained certificate of Graphic design (Fine Art).

2002 (April – June)

: WANTECH COMPUTER COLLEGE








-Obtained Diploma In Information Technology.


WORK EXPERIENCE:
Dec 2nd , 2009 – To date (2014).

Company: Downtown Hotel, Dubai.
Department: Front Office.
Position: Concierge Agent.
· Deligate duties in the absence of chief concierge.

·  Anticipate guests’ need and ensuring it is acted upon in an efficient and correct manner.
· Contribute to warm welcome and fond farewell process.
· Provide up to date visitors information, weather, place of interest, leisure activities, dining and entertainment options in Dubai/UAE.
· Arrange, a locate guest logistics request in an organized manner and assign drivers accordingly.
· Provide assistance with flight reservations, amendment of flight reservations and leisure activities.
· Maintain high level of integrity and accountable for cash contributed from service provided by the department.
· Orchestrate and make sure the number of valet parkers available are able to provide service to guest without inconvenience.
· Maintain telephone etiquette and verbiage standard.
· Monitor and maintain cleanliness and organize work area
What have I achieved?
-Nominated associate of the month (March, 2014)

-Certificate of excellence (Basic concierge training) from Dubai tourism and Commerce                                                                                                                                                                                                                                                          
           Marketing.
        -Certificate of completion;

              Understanding a manager’s role (First Time Manager)

              Effective leadership communication strategies (Voice of Leadership) 

              Using feedback to improve team performance
              Professionalism, Business Etiquette and personal accountability
	Dec 4th , 2007 – Nov 28th 2009.

Company: The Ritz Carlton Hotel, Qatar.
Department: Guest Services.
Position: Airport Representative.
· Give warm welcome by greeting the guest using his/her name, correct verbiage, smile and maintain eye contact.
· Provide accurate  logistic /transfer of arrival or departure guests’.
· Anticipate guests’ needs by providing unexpressed or expressed wish or needs. 
· Handle guest complain by following the specified procedure and ensure guest is satisfaction.



	
	· Miscellaneous work experience (2002-2005)
              Unilever Kenya;
              Department: Sales and Marketing.

              Designation: Company Artist/Painter.
· Learned about many important aspects of manufacture industry by giving back to community. 

· Implement effective techniques and strategies in advertising, sales and marketing

What have I taken away? Working with many different people from different backgrounds helped improve my social and communication skills.
SKILLS & LANGUAGES

Computer application                                                        Expert
Sales & Marketing



Intermediate


          More than 3 years

English





Expert



          More than 10 years

Swahili





Expert



          More than 10 years

STRENGTHS: 

· Ability to work under pressure.
· Eye to detail.
· Interpersonal skills.
· Planning, organizing and delegate. 
· Effective communication skills.
· Team player.
RECREATIONAL ACTIVITIES:

·  I enjoy travelling, socializing and meeting people from a diverse nationalities and cultures. Other interests include reading

	 


