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Personal Profile

Date of Birth
:
06th November 1986
Civil Status
:
Single 

Gender

:
Female
Nationality
:
Kenyan
Language
:
English

Visa Status
:
Resident visa
Objective

Seeking a challenging and inspiring position in an organization, where I can utilize my experience to increase product sales and enhance customer satisfaction by adding value to the current services offered to customers.

Work Experience
Sideways Tours and car hire,Kenya
Duration: August2009– October 2012
Job Position: Customer Service/ Front Office/ Telephone operations
Job Responsibilities:

•
Keeping a record of the driver’s whereabouts at any given time.

•
Making sure that e-mails are checked and replied to the client.

•
Responsible for the call center/radio control and telephone operations.
•
Filing of documents.

•
Preparation of official letters and tenders whenever needed.

•
Arranging of customer vouchers daily 

•
Ensuring office cleanliness on a daily basis.

•
Attending to all customers and office visitors.

•
Recording all cash trips made by the drivers.

Position
:
WAITRESS / HOSTESS

Employer
:
Prime Caterers Hotel  

Address
:
Kenya

Duration
:
November 2012- September 2014

Job responsibilities:

· Taking the guests orders

· Interacting and ensuring company standards are maintained 

· Handling telephone calls and solving guests inquiries complains

· Billing and customers and welcoming them at the lobby to make them feel comfortable

· Taking phone calls to answer basic inquires and attending walk in clients

· Assisting concern of unsatisfied customers and providing a solutions as part of quality service

· Handling the cash register backing up in the preparation of drinks, arranging displays

· Monitoring stocks and managing deliveries to make sure they are made on time

Currently working at:
COSTA COFFEE ELR (Dubai)
BARISTA

Job Responsibilities

· Making quality coffee for the guest according to Costa brand standards.

· Customer service excellence to brand standards in terms of taking orders at the till, table service and always maintaining that great smile making sure that the customer journey in the store is a positive reflection to the company.

· Maintaining high levels of cleanliness in the store especially due to food and beverage handling.

· Making sure daily operations of the store are met in my assigned shift.

· Shift handling and banking.

Educational Qualification
GEBCONS COMPUTER COLLEGE

· Introduction to computers

· Microsoft word

· Microsoft excel

· Microsoft PowerPoint
· Microsoft PageMaker.
Higher Diploma1: computerized secretarial studies
2007
Stonebic  College
· Business studies

· Business communication

· Operations procedures
· Keyboarding.

· Telephone Operations

· Computer packages.

TRAINING AND SEMINARS:

KIAMBU INSTITUTE OF HOTEL AND CATERING

Lower Kabete, Nairobi

 July, 2007
High School Certificate:K.C.S.E




2004


Kambaa Girls High School

Primary School Certificate: K.C.P.E



2000



Westlands Primary School

Skills and Competencies

· Achieve sales targets set by the management

· Amazing ability to walk, sit and stand for long times without getting tired and multi-tasking.
· Ability to work under pressure
· Self motivated.
· Excellent communication and listening skills in also verbal and non-verbal communication.
· Confident.

· A great team player.

HOBBIES
· Sketching

· Watching movies

· Travelling

· Socializing
References:

Can be providedupon request

Declaration

I declare that the information provided above is true and correct to the best of my knowledge.
