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Gender
             :  MALE                                               
Nationality
             :  Cameroonian                                                                             
Visa Status
             :  TOURIST VISA

LANGUAGE                   : ENGLISH AND FRENCH 
Position: RECEPTIONIST
OBJECTIVE

 Energetic and dedicated front desk professional with 5+ years’ experience in fast paced environments. Thorough and accurate in taking and relaying information. Well-versed in anticipating and determining visitors’ needs and fulfilling them appropriately. Adept at handling complex and busy telephone exchanges. Effective skills in developing and maintaining accurate and easy to use filing systems.
WORK EXPERIENCE
HOTEL YAOUNDE 

APR 2010 – APR 2014

Receptionist 
• Receive and greet customers and visitors
• Take and deliver telephone calls
• Receive mail and deliver it to the appropriate person(s)
• Maintain filing systems
• Monitor appropriate use of office supplies and oversee inventory
• Respond to inquiries and provide appropriate secretarial support
• Manage repair and maintenance of office equipment

NESTLE, NDOKOTI DOUALA  

FEB 2008 –MAR 2010

Front Desk Receptionist  
• Greeted visitors and provided them with required information
• Answered incoming calls and directed them properly
• Took and relayed messages effectively
• Took dictation for executive task and typed correspondence
• Ensured cleanliness of the front desk at all time.
TECHNICAL SKILLS:

· Computer literate

· In depth knowledge of Microsoft word, Excel. 

· Internet & E-mail 
· High level customer service.

· Phone systems.
EDUCATION QUALIFICATION
-ADVANCED LEVEL (HIGH SCHOOL CERTIFICATE)

-ORDINARY LEVEL (SECONDARY SCHOOL CERTIFICATE)
LANGUAGES  ; 
-ENGLISH.

-FRENCH.[image: image1.png]















