	Highly motivated, dynamic, service and goal oriented individual with valuable experience, skills and attributes for rewarding roles in Sales, Food and Beverage, customer service and administration. Possess years of experience in practical work, dealing with restaurants individual and group bookings including exclusive events. Competent in in carrying out multiple tasks, perform well under pressure, coordinating with third parties, problem solving and meeting targets. Eager to learn and contribute towards the development of the organization’s vision.


STRENGTHS

+ 5 years proven experience in the gulf

+ Flexible and committed to service excellence

        + Excellent Communication Skills


+ Experienced in resolving problems
+ Handling work under pressure


+ Ability to multi-task and meet deadlines
ACADEMIC QUALIFICTION

Professional

Zabeel international institute: American Institute of Business Management (AIBM) 
                                            Certified Sales and Marketing Professional (Feb. 2013 to May 2013)
Zabeel international institute: Certificate in Sales and Marketing - UAE Ministry of Education

                                           (Feb. 2013 to May 2013)
African Institute of Health & Dev: Diploma in Health Science and Biotechnology (Jan 2007 to Dec 2008)
High School Diploma

Kasikeu Secondary School         : O level – Kenya (2002 – 2005)

WORK EXPERIENCE
I. Jumeirah Restaurant Group: Group and Events Reservations (July 2012 to date)
Duties and Responsibilities:
· Conducts site inspections and menu tasting at the restaurants before the actual event date.
· Preparing detailed proposals of different venues that suits the guest’s requirements.

· Liaising with clients to ascertain their precise event requirements

· Securing and booking a certain venue/restaurant if available

· Organizing facilities for car parking and informing security team accordingly 
· Generate daily revenue reports for restaurant bookings and business on books for a period of 6 months ahead
            
· Listening to client requirements and presenting appropriately to make a sale
· Negotiating on price ,costs and specifications between the client and the restaurant managers 

· Handling individual, group and exclusive restaurant bookings
· Send out restaurant offerings, contracts and banqueting event Order to the clients
· Handling Third Party Payments and Pro-forma invoices

· Maintaining and developing relationships with the existing clients via phone, emails and in person
· Post-event evaluation including data entry and producing reports after the event


· Maintaining guest quality Profile on our database 
· Prioritize, set and follow up deadlines provided to the clients
· Handle all incoming correspondence and distribution of all documents to the relating departments                   
II. Madinat Jumeirah – The Arabian Resort : Guest Services Executive(Oct 2010 – June 2012)
Duties and Responsibilities:

· Receiving both local and International calls following the Jumeirah leading quality assurance standards. 

· Providing a positive contribution with any touch point with the clients. 

· Building a thorough rapport with all in house guests and maintaining interaction in order to facilitate guest recognition and obtain specific individual needs, likes, dislikes and preferences in order to maintain guest history files. 

· Reporting for duty punctually and in accordance to the issued department duty roster.

· Maintaining, filing and submitting the necessary records and formats as per the policies laid by the organization and in accordance with the respective Laws. 

· Maintaining a high level of communication and feedback within the department. 

· Maintaining the privacy and ensuring the security of in house guests possessing working knowledge of the Hotel Operating System and Point of Sale. Conducting show around of the Dar Al Masyaf /Madinat Jumeirah rooms/suites as and when requested.

· Establishing and maintaining seamless interaction and communication with all the departments in the hotel.

· Assisting and coordinating with all guests’ needs and requirements i.e. booking flights. 

· Reporting any room/suite maintenance requirement according to standard procedures.

· Providing a full cashier and currency exchange service. Responsible for the cash float and auxiliary records and transactions.

· Bearing full understanding and knowledge of all suites services, amenities, functions and systems. Performing other duties and responsibilities as assigned by Senior Management.
TRAININGS   
· Journey to Excellent Customer Experience (August 12th & 13th 2015)

· Delphi Group and Events Reservation System (15 – 17th March 2015)
· Cross trained as a receptionist and guest service executive assistant  at the Jumeirah Emirates Towers (May to July 2010)
ACHIEVEMENTS
· Awarded for receiving the highest number of call conversion per day in the months of February, March and April 2013 in Madinat Jumeirah restaurant reservations.

· Awarded with a certificate of Excellence Service - For outstanding performance and exceptional commitment to our esteemed guests ( February 2012)
SKILLS
· Computer Literate

· Delphi and Epicure Group Reservation system

· Holding a Valid UAE driving license 

· Competent in both Oral & Writing English Skills
PERSONAL DETAILS
Date of birth

: 
04th August 1987 
Nationality

: 
Kenyan

Language                 :         English 
Marital status

: 
Single
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