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Career Objective

To contribute towards the growth and development of a dynamic organization where there are ample opportunities to grow both professionally and personally and where I can utilize my skills and experience efficiently and effectively.
Career snapshot
· Operations Manager  /supervisor
Receptionist :Fibber Magee’s Restaurant
coca cola ltd-Kenya 2006-2010
From: Mar, 2010 November up to now.
Following are job responsibilities;
· Doing all ordering to our suppliers to meet the day to day working operations in the kitchen
· Doing all bar requirements. Liquor ordering, soft drinks ordering. And any requirements whosoever.
· Management of the reception. Receiving all coming calls in and out. Of the  company, 
· Handling of all local purchases also to the kitchen.
· Preparation and Follow up of all orders from our suppliers
· Doing also take away orders. Thus receiving all calls from customers who wants to have their meals delivered to them
STRENGTHS
	· Self-driven, result-oriented with a positive outlook and a clear focus on quality

	· Punctual and accurate working performance

	· Hard working and enthusiastic characteristic

	· 4+ years’ experience in office reception and management.
· Thrive to work under pressure and exceed expectations
· Fast learner, adaptable and flexible

· Effective communicator, with sound presentation and leadership skills

· Expert user of the computer
· Pro-active and dynamic approach to work

· Skilled in all aspects of supervision, coaching and mentoring of team members

· Strong verbal and written communication skills
	


Professional and Academic Highlights
	Degree/Qualification
	University/Institute/College
	
	
	

	Degree :business studies
	Association of Chartered Certified Accountants
	
	
	

	Diploma – office management
	Nairobi University, Nairobi Kenya
	
	
	

	Diploma. –computer studies
	Vision College: Nairobi, Kenya
	
	
	

	
	Govt. Computer College, Nairobi Kenya.
	
	
	

	
	
	
	
	


Areas of Interest
· Office Management
· Secretarial duties.
· Restaurant Hosting

· Ordering Management. 
· supervision
· HR
	Personal details
	IT & Computer Proficiency & Certificate 

	Date of Birth    :    July 11, 1984
Nationality       :   Kenyan
Marital status   :  Single
Gender              :   Female
Languages        :  English, Swahili
Religion          :   Christian
	· Microsoft Office package



Word, Excel, Power Point, Outlook



	References: Will be furnished if required.
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