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OBJECTIVE Objective:
 
To realize high level of focus and excellent customer service skills which level reflect my commitment to success. I assist customer responsible for their inquiries for the product knowledge since I work with people every day I developed interpersonal and communication skills in addition my language with malty culture communication excellent English.

PERSONAL ABILITIES:

· Excellent communication skills and good customer care service.

· Well groomed, highly sociable in multi-national and Environment.

· Excellent pioneering spirit.

· Ability to learn fast and adaptable.

· Ability to multitask

· Hard working Team Player

· Self-motivated, highly organized, pro-active &flexible

· Able to work under minimal or no supervision

· Innovative and of self-initiative
· Co-operative, efficient and flexible.

RELEVANT SKILL:
 Handle work in  a fast paced environment ability to juggle multiple tasks

· Can work independently under minimum supervision 

· Dedicated fast learner, self-motivated achiever who is committed to making significant contribution 

· Presentable with great team work spirit who is capable of motivating other 

· Basic computer skill 

· Ability to understand customer needs in the region and related to their requirement 

· Excellent command of Both written and spoken English

· Superb telephone skills and customer service approach 

· Communication and presentation skills

 WORK EXPERIENCE

 COMPANY:  QATAR AIRWAYS

 DURATION: Jan 2015 to Aug 2015
 POSITION:  CUSTOMER SERVICE  AGENT
· Ensure a high standard of Customer Service is maintained at all times and be able to project the QR image at all times by being fully conversant with  ticketing and fares procedures; responding to customer queries; complaints and claims in an efficient and timely manner in order to restore passenger confidence.
· Deal with problems arising such as delays; disruptions; excess baggage or denied boarding; including implementation of the 'Options' Scheme; in order to retain customer confidence and loyalty.
· Ensure expenditure on meals and accommodation for transfer or delayed passengers are in accordance with company procedures.
· Ensure the expeditious and accurate completion of all documentation including tickets; MCOs; Excess baggage
· Make/amend reservations as and when necessary, handle rebooking of flights accommodation and re-issuing tickets and issuance of FIMs in the event of disruptions for QR and other airlines.
· Recalculate fares for passengers changing itinerary; making additional collection as required; completing daily ticket sales returns and ensuring monies are banked.
· Monitor both inbound and outbound transfer passengers. Make arrangements to expedite their journey through the airport. Compile various statistics on transfer numbers and provide daily shift reports.
· Transfer baggage Undertake Check-in for transfer passengers at the Transfer Desk. Allocate seats process requirements and ensure visas and other documentation is in order for travel.
· Assist other Airport Services team members as and when required and undertake various administrative functions and other duties as directed from time to time by the Airport Services Manager and Ticket Desk Supervisor.
 COMPANY:     ASWAAQ   L.L.C   DUBAI                                                                  

 DURATION:    SEPT 2013   TO  JAN  2015
 POSITION:      CUSTOMER SERVICE  AND SALES AGENT
 DUTIES & RESPONSIBILITIES:
· Greeting and welcoming customers/guest in a polite manner with a bold smile.

· Providing information to guest on hypermarket policies, rules and regulations as  well as the timings

· Providing proper Sales and making effort the target are meet
· Placing orders on time to make sure no run out in stock
· Ensuring all the fire exits and firefighting equipment are free from any obstruction.

· Handling of any complains within my control.

· Reporting any misconduct of guest, trespassing and any other fishy activities to the concerned authorities.

· Making sure all the lost and found items are properly kept and handed over to the concerned authorities.

· Writing on daily  basis  of  the  report  of  the  sales  as well as making sure all the keys at the concierge are properly kept. 

· Receiving mails and any other document and handing over to the concerned department.
COMPANY:    UCHUMI HYPERMARKET 

POSITION:
CUSTOMER CARE ATTENDANT AND CASHIER     

Duration  :     FEB 2010 to MARCH 2012
DUTIES & RESPONSIBILITIES:
· Provides customer with complete service and an enjoyable shopping   
· To maximize sales, ensuring that the store is presented to brand standards 

· Offering sales demonstrations to customers

· Merchandising new products

· Reviewing sales trends and recommends sales strategies to bridge sales Gaps

· Giving Friendly and personalized service. 

· working as a team of many Customer Service Sales representative

· Attending needs and requests 
· Answering all telephone calls and enquiries in an efficient and professional manner.

· Detail oriented 

·  Ability to open and close daily operations 

· Highly motivated and dedicated team and work ethic 
COMPANY: LENANA MOUNT HOTEL

POSITION: GUEST RELATION OFFICER/RECEPTIONIST
DURATION: 2007 -2009
DUTIES & RESPONSIBILITIES:
· Ensure an efficient reception experience for Guests, including check in/out

· Ensure that Front Office Management team is fully aware of any relevant feedback from guests and other departments

· Demonstrate a high level of customer service at all times and able to handle complains
· Welcome every guest with a smile

· Maintain a professional approach at all times and able to remain calm
· And   courteous   Maximize   Room   occupancy   and use up-selling techniques to promote Hotel services and facilities

· Handling customers complain at their satisfaction
· Knowing what is happening in the entire Hotel in its day out activities 
· Be up to date with all changes, new procedure and events and able to use opera system
· Answering outgoing and incoming calls   and   acting   on   them   in details.
· Record and pass on memos and messages for guests

· Draw up invoices and basic accounting
· Handling cash and paying out petty cash
· Doing other duties as assigned by head of department on time to time
EDUCATION AND QUALIFICATION:
2010-2011 

: 
ZEARSTECH COLLEGE 

Diploma in Front Office Management 

2007-2009

: 
KENYA INSTITUTE OF MANAGEMENT 

Diploma in Business Management

2003

              :
EGERTON UNIVERSITY 

Certificate in Computer Applications 

2003

            :
        ENJOY DRIVING SCHOOL 
                                                Driving License Class BCE 

2001:2003

:    Jogoo Commercial College
                                                Diploma in Sales and Marketing 

ADDITIONAL INFORMATION:
· Hairdressing and Manicure & Pedicure

· Photographer

· Interior Decoration

CAREER HIGHLIGHTS:
· Human Right Agency
PERSONAL DATA:
Nationality:      Kenyan
Language:
English

Visa Status:      Visit Visa
Marital Status
: Single
Availability :  Available to join immediately 
          Health
 :         Excellent
         Reference;         Upon Request
         Interest and Hobbies: Traveling, watching movies, Swimming, Making friends and socializing,
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