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CURRICULUM VITAE
PERSONAL  DETAILS                                                                                                               
Names
:
Monica 

Marital Status
:
married
Nationality
:
Kenyan

Date of Birth
:
21 June 1990

Visa status                   :           family visa
Language
:
English/Swahili (well spoken and written)

Email
:
monica.166118@2freemail.com 
             CAREER OBJECTIVE
To seek a full time job in customer service field so as to exercise my knowledge and skills acquired in various fields of work in order to be exceptional in my task, gain experience and enhance my career.
WORK EXPERIENCE:

JUNE 2013 TO SEPTEMBER 2016
 MADINAT JUMEIRAH-GEUST RELATIONS EXECUTIVE
DUTIES AND RESPONSIBILITIES:

· Handling complains directly from customers and finding ways to solve them
· Upselling and cross selling 

· Enter details on the system as required when taking a booking
· Offering guests efficient services giving them a reason to return

· Making reservations and telecommunications

· Recommending  food  to our guest

· Attending trainings on customer service and food tasting for good product knowledge

TRANSGUARD GROUP

MARCH 2012-MAY 2013
DUBAI INTERNATIONAL AIRPORT: SPECIAL HANDLING AGENT (CUSTOMER SERVICE)
DUTIES AND RESPONSIBILITIES
· To cheerfully greet every customer with a smile, 100 % of the time.
· To ensure that, I receive no valid complaints from customer about the quality of services
.
· To maintain Emirates professional image by adhering to all applicable corporate grooming guidelines.
· To deal professionally with my peers and managers.
Fully adhere to all operational procedures (SOP) with regards to travel, immigration and safety regulations.
·  Identify and meet the standard and special service requirements of the passengers at check-in, transfer desk, special services and boarding gates by adhering to the set service standards and procedures so that the passengers are handled in a friendly and efficient manner
· Assisting unaccompanied minors (aged 6-11 years) and  young passengers (12-18 years) during departure and arrival till they meet their parents
·  Assisting passengers’ with disabilities and elderly passengers go through airport Procedure ,board them and assist them during arrival

EDUCATIONAL BACKGROUND
2010-2011   :
Kenya Institute of Development Studies

                             Attained a Diploma in Community Development

2010              :     Attained certificates in basic, advanced and training of trainers in both Alternatives
                            To violence and reconciliation.                                                                                                                                                                                                                                                                                              
2005-2008   :     Kenya Certificate of secondary school.

1997-2004   :     Kenya certificate of primary Education.

PERSONAL ATTRIBUTES

· Excellent in communication skills.

· Dedicated to work and trust worthy.

· Reliability and flexibility in time schedule.

· Fast learner and ready to take up new challenges.

INTERESTS

· Travelling.

· Socializing.

· Dancing.

· Swimming.

· Meeting people of different culture.
REFEREES  : 

Available upon request
