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Date of Birth  :         03rd August 1987 

Languages    :         English, Arabic (Basic)

Marital status:         Married
Nationality     :         Kenyan

Visa Status    :         Visit visa
​​​​​​​​​​​​​​​​​​​​​​​​                                                 
OBJECTIVE:

To be a team player and to achieve above the desired level of performance and productivity in an organization, always have a desire for achievement and career growth.
PERSONAL TRAITS

· Confident, result-Oriented and customer focused professional.

· Excellent Communication skills in English (Oral and Written) with a pleasant voice and clear accent.

· Assertive when necessary, remaining focused on achievement of company mission, vision, goal and values.

WORK EXPERIENCE

SEPTEMBER2013 – SEPTEMBER2014

VENTURES LTD

ASSISTANT ADMINISTRATOR

· Procurement of goods and services.
· Preparation of tenders.
· Preparation of invoices and reconciling statements for suppliers.
· Preparation of cashbooks and petty cash analysis.
· Preparation of wages bills on weekly basis.

· Issuing of stock items to users as assigned.
NOVEMBER2012 – JUNE 2013 
THE FIRST GROUP REAL ESTATE-Dubai, U.A.E.
PROMOTIONAL VENUE EXECUTIVE
· Promote The First Group to visitors in public complexes, hotels and shopping centers.

· Demonstrate benefits of Property ownership in Dubai.

· Generate details of potential clients.

· Invite clients for exciting office tours.

·  to connect & communicate with people
· Interview clients to determine what kind of properties they are seeking.
05 JUNE2010 – 06 SEPTEMBER 2012
HABTOOR GRAND BEACH RESORT AND SPA HOTEL-Dubai, U.A.E.
FRONT OFFICE DEPARTMENT

· RECEPTIONIST-CID SUPPORT 

Job Description:  
· Completes the registration process by inputting and retrieving information from CID / Hotel Establishment Information System.

· Registers guests into the hotel, ensuring all relevant details are obtained on the registration card and such details are recorded in the hotel’s computer system.
· BUSINESS CENTER SECRETARY

Job Description:  
· Ensure that a welcoming, professional environment is maintained in the business centre by providing a high standard of customer service.

· Promote a helpful and professional image of the Business Center facilities to the client and give full co-operation to any costumer requiring assistance with a prompt, caring and helpful attitude.

· Troubleshooting guests’ technical and operational problems.

· Assist guest with airline reservations, online check-ins and advise guests accordingly.

· Take care of guest's personal requests such as flight re-confirmation, meeting schedules, secretarial liaising requirements etc.

· Prioritize duties and perform accordingly, ensure guest requirements and urgent correspondence is handled immediately with speed and efficiency.

· Maintain a systematic and organized filing system and regularly check, update and reorganize cabinets when required.

· Type reports, letters, memos, forms and correspondence, including those of a confidential nature, invoices and invitations.

· Maintain supplies of publicity material, replenishing stocks and stationery ordering for the Business Centre.

· TELEPHONE OPERATOR/ GUEST SERVICES

Job Description:  (Senior Telephone/ Switchboard Operator)
· Receiving and answering inbound calls from potential guests/current guest regarding enquiries, request or complaints in a timely and efficient manner.

· Maintain effective communication with all related department to ensure smooth service delivery.

· Handle every query in a polite and courteous manner and exceed guest expectations.

· Ensure guests are greeted by name upon calling as per the Habtoor Grand Standard. 

· Maintain an up to date knowledge of the hotel and local services. 

· Maintain an awareness of guest profile through the guest profile system. 

· Complete management's long distance calls vouchers and record them on the traffic sheet. 

· Maintain the guest wake up call sheet and deliver calls accordingly on time and to the established standard. 

· Ensure the proper operation of the switchboard, resulting in fast and efficient transferring of internal and external calls. 

· Take messages for guests and management as per the required standard.
· Deals with customer’s enquiries, complaints and feedback and respond to them.

· Proficient with Microsoft Office System, Opera systems (PMS), TMS (Telephone Management System) and CDR (Call Detail Reporting) systems.

· Establish and maintain effective employee working relationship, attend and participate in daily briefings and other meetings as scheduled.

AUGUST2009 – OCTOBER2009 

KENYA POWER AND LIGHTING COMPANY LIMITED.

I.T DEPARTMENT (INTERNSHIP)

Job Description: (IT Support)
· PC Repair and Maintenance

· Maintenance of inputs and output devices.

· Installation of Operating System.

· Installation of In-House Software.

· Installing and Running Anti- Virus Program.

· Printer Maintenance

· Changing the fuser unit and adjusting the laser unit of laser printers.

· HP 4050 and 4V Epson cash receipting printers and desk jets.

· Installation of both local and network printers.

· Networking

· Termination of UTP cat 5 cables using RJ 45 connectors.

· Configuring PCs to the network through the TCP/IP Protocol.

· Troubleshooting network problems using ‘ping’ Command.

· Sharing printers for use in the local network.

· User Support

· Troubleshooting users’ technical and operational problems.

EDUCATION
MAY 2008 – DECEMBER 2009

Jomo Kenyatta University of Agriculture and Technology

Diploma in Business and Information Technology

FEBRUARY2003 – NOVEMBER 2006

Mwasere Girls’ High School

Kenya Certificate of Secondary Education
OTHER SKILLS

HABTOOR GRAND BEACH RESORT AND SPA HOTEL
· Telephone etiquettes and complain handling.

· Customer Delight.

· Fire drilling and Evacuation preparedness.

FEBRUARY 2009
Kenya Red Cross Society

· Community Based First Aid Skills.

· Disaster preparedness and management.

· Peer Education Skills.

MAY 2007 – AUGUST 2007

Multiface Computer Training College

Certificate in Computer Application Packages

INTERESTS

· Reading Inspiration and informative materials.

· Volunteer.

· Site Seeing.

· Swimming.
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