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Language: English
Nationality: Kenyan
 Visa Status: Employment

 Position: Customer service

 Date of Birth: 28 Aug 1975
CAREER OBJECTIVE:

To participate, manage and grow in a responsible position by utilizing my previous experience and leadership skills through dynamic and progressive work environments.
SKILLS AND STRENGTH:

· Ability to work at any environment.

· Always giving priority to job.

· Taking extra hours to do the job more efficiently.

· Ability to convince and have excellent dealings.

· Self-motivated and hard working.

· Communicate effectively and cooperatively at all levels.
· Maintain team work in the work place.

WORK EXPERINCE:
Artisol Management JLT 2013- To Date
Receptionist
Duties and Responsibilities

· Filing all committee correspondence received and copies of replies sent keeping a record of any of the organization’s publications (e.g. leaflets or newsletters)

· Reporting the activities of the organization and future programmers to members, the press and the public 
· Preparing a report of the organization’s activities for the year, for the Annual General Meeting
· Keeping up-to-date contact details (i.e. names, addresses and telephone numbers) for the management committee and (where relevant) ordinary members of the organization.
· Filing minutes and reports.

· Compiling lists of names and addresses that are useful to the organization, including those of appropriate officials or officers of voluntary organizations.
· Keeping financial records of the organization’s activities.

MOMBASA CONTINENTAL RESORT
Waitress/bartender 2009 - 2012
· Welcoming guests, placing orders.
· Serving the drinks to the guest.
· Handling customer complains in liaison with the line supervisor and manager.
· Preparing, maintaining and updating relevant records and data for audit purpose.
· Daily monitoring of the Total Sales.
· Identifying of all problems and/or causes of Exception Report (Stock Not Posted); and any. system problems such as Sales or Stocks are not updated and repeated items in sales invoice,
· Data entry of day today inventory.
HOME GROWN HYPERMARKET
GUEST SERVICE 2003- 2007

Principle Accountability
· Responsible for performing all duties as assigned by management.
· Safety briefing.
· Demonstrating cooperative and friendly attitude all the times while maintaining highest level of guest service
· Adhere to business process guidelines every time. 

· Demonstrated customer demands satisfaction flexibility in a high volume.
· Participated in cross training of responsibilities. 

· Taking proper directional guidelines from site manager or supervisor as required
· Performed special requests and duties as assigned by management
· Ensure high level of customer care.
· Enhancing good image of the company by maintaining personal grooming and attractive and visible display.
PROFFESSIONAL QUALIFICATION
Universal College
· Typing 
MICROSOFT OFFICE 

· MS Word, 
· Excel, Access
· Power point  

SCHOOLKibutha Girls High School
· Kenya Certificate of Secondary Education,  
SHORT TRAINING
· Hygiene training 
· First Aid 
REFFEREES:  UPON REQUEST
