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Personal ATTRIBUTES: 

I am a highly talented, self-driven & industrious young lady with a particular interest in career excellence. Boasting excellent interpersonal, communication & negotiation skills, I am also a go getter with intense energy when carrying out tasks at hand. In addition, I am a very fast learner with a high level of integrity and trust, and I have the ability work with ease under pressure as well in a team

career Objective:

To work in a dynamic and challenging organization where I will be able to develop my professional leadership and communication skills up to higher managerial level and in the process to steer that organization to greater heights in terms of profitability and success

Capital Hill Hotel
Position: Reservation/Receptionist
May 2013 to August 2015
Responsibilities:
· Greet and Escort to the tables when they come to dine in the Restaurant
· Ensure there are available clean tables in the restaurant at all times
· Ensure all checks are closed accordingly before they are submitted for auditing
· Allocate responsibilities to the other hostesses and ensure all tasks are done
· Ensure all the outlets paper work is done and is upto date
· Ensure the supplies required by the hostesses is sufficient
· Make general store requisition when needed
· Check customer satisfaction as they dine in the restaurant
· Receive interior and exterior phone calls and make reservations
· Solve minor guest complaints or problems independently
· Be observant to guests’ needs and react on them promptly and adequately
· Bill the guests according to the set out procedures and assure records are kept in accordance with procedure
· Responsible for the cash floats and reports to be send out to the finance department 
Bontana hotel
Position:
Hostess and Cashier
June 2011 to March 2013
Responsibilities:

· Be available for the guest immediately they enter the restaurant as a point of contact

· Offer consistently professional, friendly, warm engaging service

·  Extend personal service and attention to all guests

· Escort guests to available table when they come to dine

· Maintain an up to date knowledge of the hotel and local services and supply information and respond to guest queries

· Answering telephone calls from within the hotel and outside and respond to any inquiry

· Maintain effective communication with all related departments to ensure a smooth service delivery

· Compilation of guest billing using micros and credit cards

· Making guest reservation

· Establish promote and maintain good public relations and enhance sales for hotel at every opportunity
· Bill the guests according to the set out procedures and assure records are kept in accordance with procedure
· Responsible for the cash floats and reports to be send out to the finance department 
Milimani Guest House
Position: Receptionist and Reservation agent
April 2010 to October 2010
Responsibilities:

· Receiving and registering guests as they arrive
·  Respond to public inquiries                                                                                                                                                                              
· Control advance booking and reservations

· Receive, direct and relay telephone messages and fax messages to concerned departments
· Receive mails and direct them to the guest in the hotel

· Receive the payment for accommodation

· Allocation of rooms

· Compilation of guest bills
· Sending out billing reports to finance department 
· Receive the payment for accommodation
· Maintain an adequate inventory of office supplies and monitor their use

· Provide word-processing and secretarial support 
· Cover administrative duties by providing necessary office services, support to the manger and shoulder all the administrative responsibilities as functionally required by the manager or others concerned in the department
 Hotel Waterbuck
Position: Lobby Hostess
March 2009 to December 2009
Responsibilities
· Be available for the guest immediately they enter the hotel lobby as a point of contact

· Offer consistently professional, friendly, warm engaging service

·  Extend personal service and attention to all guests

· Escort the hotel guest to their rooms after check in

· Maintain an up to date knowledge of the hotel and local services and supply information and respond to guest queries

· Ensure that the rooming of all guest is according to the “leading Hotels in the World” standards

· Maintain effective communication with all related departments to ensure a smooth service delivery

· Deal promptly, efficiently and pleasantly with any queries

· Establish promote and maintain good public relations and enhance sales for hotel at every opportunity
EDUCATION BACKGROUND

Year

                Institute







2009 – to 2011
Kenya Institute of Management


Diploma Business Management

2008 July to Dec
 Kenya Institute of Management


Certificate in Business Management

March 2008 to Sept    University of Nairobi
                                         Certificate Public Relation

 2003 – 2007               Wellspring High School
                                    KCSE Certificate
LanguageS:

Able to read, write and speak English
Able to read, write and speak Swahili

Personal Information:

Nationality
:    Kenyan

Marital status
:   Single
Gender
             :   Female

Religion
:   Christian

REFEREES: Upon Request
