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CURRICULUM VITAE
Age:
24 years
CAREER ASPIRATION
Seeking for a challenging career opportunity in a growing business industry preferably in Administration, Human Resource, Sales and Customer Care where I can exploit my skills and gain more experience to contribute effectively to your organization. I am highly motivated, dynamic and innovative. My intention is always to exploit all these skills in administering and upholding the dignity of the organization by putting efforts to uplift it’s business to a higher level.

EDUCATION BACKGROUND.
	The University of Nairobi
	
	Diploma in Human Resource Management

	
	
	

	Computer Studies
	
	MS word, MS excel, Internet & web communications, General

	
	
	Office work.

	
	

	First Aid And Fire Fighting
	Safety and Fire Fighting

	
	
	

	
	
	WORKING EXPERIENCE

	Experience Highlights
	
	

	 UAE Experience
	- 17 months

	 Africa Experience
	- 18 months.

	ZION MALL
	
	Nov 2013-June 2014


Fashion 35
Department: Customer service/sales
Responsibilities
· Welcoming customers as they enter and thanking them as they leave. 
· Informing them of the products specification and information -organizing items. 
· Tagging merchandise and re-organizing items. 
· Setting up promotional materials and displays. 
· Assisting customers in locating what they looking for. 
· Making suggestions and encouraging customers in purchase of products. 
· Arranging inventory on the floor stores. 
· Demonstrating use and operation of products and developing sales strategies to increase sales. 
· Answering customer queries. 
Serve U LLC
June 2012-Oct 2013
Team leader
Department: Housekeeping
Responsibilities
· Training supervising and monitoring the quality of work of other housekeepers. 
· Supervising the use of equipments. 
· Scheduling and supervising other housekeepers and arranging day offs 
· Obtaining lists of rooms to be cleaned and make follow ups. 
· Completing daily inventory of cabinets content on form provided and reporting any missing items to the management. 
· Checking stock to ensure adequate supplies. 
· Resolving complains arising between housekeepers. 
· Reporting to the housekeeping supervisor daily. 
Sarova Lion Hills Nakuru
Aug 2011 - May 2012
Customer Service/Care
Responsibilities:
· Anticipate guest needs and respond to them accordingly. 
· Provide information on services offered in the hotel. 
· Issuing, tickets to shows, dinning reservations and sports events. 
· Making sure the guests are comfortable with service provided and handling complaints if any. 
· Made sure that customers are being well attended according to their respective needs. 
· Promoted and improved customer service excellence and fulfilled their needs. 
· Thanked the customers while leaving the premises. 
Sarova Lion Hills Nakuru
Security Officer
Responsibilities:
· Issuing the keys to the staff prior to opening of the office premises. 
· Checking in visitors and checking them out of the hotel premises 
· Providing visitors with name tags and directing them. 
· Searching bags for the staffs as per the company policy. 
· Checking in staff, checking them out for and after duty. 
· Examine gates, doors and windows to determine the security. 
· Prepare reports and routine checks. 
Abilities
· Ability to work for long hours under pressure or stress conditions. 
· Ability to motivate others and interpret information. 
· Ability to multi-task, prioritize, accept responsibility and manage time. 
HOBBIES
· Traveling. 
· Making friends. 
· Reading. 
· Participating in Charity Organizations and helping the needy. 
Referees provided upon request.
