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	Competent and service oriented professional in customer service and client relations.  Track record of exceeding performance goals and customer service needs with proven ability to provide prompt services, relationship building, and performing well under work pressure. Able to adapt in a challenging work environment and uphold strict confidentiality of records. Possess excellent communication, administration, coordination, interpersonal, organizational, problem solving and time management skills. Seeks for a more challenging work profile within progressive organizations to share gained knowledge, experience and skills. 


	Strengths

	· Outstanding Customer Service Skills 
	· Deal with multicultural clientele 

	· Excellent command over administration 
	· Organization & Coordination skills 

	· Perform effectively under work pressure & meet deadlines
	· Goal focused & motivated personality

	· Commitment to Service Excellence 
	· Resourceful- Result Driven – Flexible 


	Achievements
	

	· Consistently demonstrated resourcefulness and initiative in support of top management with flexibility in working well in cross-functional teams.  

· Displayed abilities in handling problems as opportunities and dealing with difficult challenges.  

· Established and maintained excellent relations with clients, colleagues and management.


	Career Snapshot
	

	

	Kilindini Travel Centre Limited
	

	· Making reservation in Galileo
· Selling seats, inserting name, contacts, child and infant in a booking
· Checking flight availability, fare quoting –both in Kenya Shillings and USD
· Checking hidden fares
· Retrieving a booking, changing travel dates, voiding and reissuing a ticket
· Checking for stop over and local time in a city
· Changing of currency – Kenya Shillings into USD and USD into Kenya Shillings
· Checking the amount quoted
· Inserting flying blue in a booking
	

	 

	
	

	
	

	
	

	


	
	

	


	Professional Trainings
	

	Certification
· Diploma in IATA Tours and Travel Foundation Course
· Certificate of International Computer Driving Licence Course
· Diploma IATA Tours and Travel Consultant Course
· Certificate of High School Education
Training Courses 

· First Aid Course
· Computer Applications – Refresher Course 

· Entrepreneurship Projects 

· Life Guard 



	IT Skills
	

	· Proficient in MS Office Suite (Word, Excel & PowerPoint), Access, Internet & E-mail Applications 

· Knowledge in Windows 2000/XP, faxing, photocopying & typing



	Personal Details
	

	

	Nationality 
	:
	Kenyan 

	Date of Birth 
	:
	07 April 1994

	Marital Status
	:
	Single

	Visa Status 
	:
	Visit Visa, 

	Languages 
	:
	English, Swahili, basic Arabic 
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