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SUMMARY:
I am keen on pursing roles within Administration, Customer Care, Front Office or Accounts, where I can contribute my skills and competencies to add value and enable the organization deliver on its vision and mission. I possess a vast experience in Administration & Front Office in addition to accounting experience in Cashiering, Cashbook, Petty Cash maintenance, Reconciliation, Invoicing, Debts collection, using Microsoft AX, SAGE Accounting Program, SAP software, Micros POS system, Sun system and Opera System. In addition, I possess good skills in IT skills with MS Office (ICDL), communication, people relationships, planning and problem solving. I am also a fast learner with high cultural awareness, adaptability, flexibility and driving continuous improvements.
My experience spans across Hospitality, Banking, and Manufacturing in Dubai, Qatar and Kenya. My objective is to deliver success as an individual and also through team work. My motto is “WE is always greater than ONE”. 
PROFESSIONAL EXPERIENCE:
July 2014 – Nov 2016:  Customer Care, Retail Sales Department, Chase Bank (K) Ltd, Kenya
Job Summary

To deliver exceptional sales results for Retail Banking Products through recruitment of credible and quality customers, the job entailed attending to the bank’s customers with their cash transactions on a daily basis and handling complaints and requests from customers.
Key Responsibilities:
· Establish an exciting and welcoming affair for prospective clients on entering the bank

· Supervise debit, credit, cheque or cash transactions, as well as other forms of payments within the bank

· Review cash accounts on a daily basis

· Supply clients with relevant information on products and services available in the bank

· List all promotions and relay them to customers

· Resolve customer issues pertaining to products and services

· Manage exchanges and returns, taking into account the bank’s procedures on such matters

· Maintain an extensive report on daily, weekly, and monthly transactions

· Supply information that will enable the bank to know the products and services which are successful and those which should be discontinued

· Provide support for the bank in facilitating the training of newly hired cashiers.
February 2013 – June 2014: Ibis – Accounts Receivable Clerk, Ibis Al Barsha Hotel, Dubai
Job Summary:

· Provide accurate and timely billing for amounts owed and means of tracking A/R

· Process and monitor credit card billings to and collections from the credit card companies

· Conducting necessary credit checks on all new applicants and 
· Ensure that the FOCUS control procedures are conducted adhered to and meet the target objectives.

Main Responsibilities:

· Daily banking & posting in the system (opera and sun), and reconciliation

· To verify that any sale recorded as Accounts Receivable has supporting documents

· Checking all credit card transactions and prepare summary of all the manual credit card slips for the bank

· Checking the accuracy of all charges and credits and prepare A/R rebate voucher when necessary

· Timely transfer of guest ledger into proper city ledger accounts sorted by customer

· Prepare monthly credit card reconciliations,  room commission to Accounts Payables for payment to agencies as agreed per contract
· Prepare monthly outstanding guest deposits reconciliation and  Keeping the follow-up tracking form for each debtor’s file up to date
January 2012 – January 2013: Accounts Assistant, Dana Club, Doha, Qatar

Job Summary:
To ensure day-to-day operation of the company, supporting the work of management and other staff, assisting with accounting responsibilities (Accounts Receivable & Payable, Credit Control, Reconciliations)
Key Responsibilities
· Transfer daily City Ledger data from front office system to back office accounts receivable module.
· Verify the total transfer with city ledger folios.

· Send the Original invoices with supporting documents to the customer, file a copy of the full set in the customer file and another copy in the accounts file,  and reminding members to renew their membership/clear the membership fees 

· Prepare accurate bank reconciliations and deposits, Assist with financial reports as required
· Conducting necessary credit checks on all new applicants, ensuring that the FOCUS control procedures to meet the target objectives

· Reconciling of the members accounts, preparing statements, follow up with those customers who are predictably absconding payments

· General filling, keeping personnel records, arranging for staff exits/travel arrangements, passport/visa renewals.
Jan  2004 - Sept 2011: Accounts Assistant, Lifting Equipment Company Limited Mombasa (LECOL) - Kenya    
Key Responsibilities:               

· Daily banking, Reconciliation, writing cheques for signing
· Courteously cater to the customer’s special requests, needs and complaints
· End month reports and stock taking
· Administer petty cash according to established procedures

· Processing LPOs, and delivery notes, general filling
· Updating the Aged Debtors report and debt follow-up
· Coordinate customer payments and billing

· Work independently and collaboratively on assigned tasks

Apr  2001 - Aug 2003: Receptionist (Internship),  Bahari Beach Hotel – Kenya
Key Responsibilities:                   




· Cater to the special requests, needs and complaints of the visitors
· Answer and forward phone calls to appropriate individuals and departments

· Schedule customer bookings and guide them about available rooms and suites

· Write letters and email
· Coordinate customer payments and billing

· Maintain cleanliness of reception area

· Work independently and collaboratively on assigned tasks

Jan 1999 - Dec 2000: Receptionist, Kilifi Plantations Limited – Kenya

Key Responsibilities:                  
· Act as the first point of contact for all visitors to the company

· Answer incoming calls to our main switchboard. Deal with enquiries and transfer calls / messages to relevant persons

· Sort the incoming post daily and Prepare  invoices for authorization, Sorting incoming mail, faxes
· Liaise with Logistics on courier collections and deliveries

· Ensure prompt collection by staff of all items delivered

· Maintain the distribution / supplies records in the system

· Day to day management of facility contracts including stationary, photocopiers, Off-site storage and pest control etc

· Adhere to security procedures and know how to respond in the event of a building related emergency
EDUCATION BACKGROUND:
· Jan 2001 – Nov 2003: 
The Mombasa Polytechnic, Business Studies Department, Diploma in Business    

· 


Administration.

· Apr - Jul 2004: 
Institute of Advanced Technology (IAT) Mombasa, International Computer Driving License 

(ICDL) Certificate

· 1995 – 1998: 

Kenya Certificate of Secondary Education, Mombasa Baptist High School
· 1986 – 1994: 

Kenya Certificate of Primary Education, Sparki Primary School, Mombasa
Salary Expectation: 
Negotiable           
Availability:

Immediately           
Referees: 

Available on request
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