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CURRICULLUM    VITAE
PERSONAL INFORMATION

Date of Birth : 31stMay,1988.

Gender           :  Female.

Marital Status :Single

Language       :Fluent English  and Swahili.

Nationality    :Kenyan
Visa status    : Free Zone (CANCELED  VISA)
KEY SKILLS AND COMPETENCE

· Self-motivated, hardworking and innovative.

· Ability to work independently with minimal/no supervision.

WORK   EXPERIENCE

YEAR                            INSTITUTION
Nov 2014   --Nov 2015 
                                           -British   Private   Residence .   (  DUBAI  )
                                            -Position Held – HOUSEKEEPER
Duties and Responsibilities.

· Attend Brief meetings, collect  keys, sign  in  and collect  the  daily work report  form.

· Greet the  guests ,  staffs  and bosses  with  smile and in  a warmly  manner  always.
· Sweep, scrub, mop, polish floors and vacuum clean carpets, rugs and draperies

· Clean metal fixtures and fittings

· Dispose off  the trash in a sanitary manner, empty and clean trash bins.
· Clean wash basins, mirrors, tubs , showers and wipe down glass surfaces

· Make up beds and change linens as required and  tidy up rooms.
· Wash windows as scheduled.
· Attend  to MAKE UP,  DO  NOT  DISTURB and  Special requests  promptly.

· Maintain all cleaning equipment and materials in a safe and sanitary working condition

· Monitor and report necessary domestic repairs and replacements

March 2014 – Oct 2014    -Grand Excelsior  Hotel, Al Barsha.   ( 4 STAR)  DUBAI.
                                        -Position Held – HOUSEKEEPING   ATTENDANT.

Duties and Responsibilities.
Same as  mentioned above
Aug2010 -Oct 2013       -Norbert’s   Electronics
                              -Position Held –CUSTOMER   SERVICE    CUM     SALES LADY 

Duties and Responsibilities


· Offer consistently professional, friendly, warm and engaging service.
· Give a warm welcome and   always  put on a smiling face to the clients.
· Demonstrate a complete understanding of the Company’s policies and procedures and service standards and have full knowledge of the Company’s facilities and happenings.
· Provide prompt, courteous and efficient service to all clients, so as to achieve a high level of customer satisfaction through personalized service from   the  start to the end conversing with the  client.
· Ensure that the product I am selling is properly fixed and in proper places.
· Make sale representation at the clients business, home or place.
· Fill out order forms and reporting   sales that will pass to the accounting or higher departments.
· Process cash and credit card transactions at the registered post.
· Prepares, generates and distributes daily reports and order acknowledgements to appropriate personnel.
· Performs other related duties as assigned by management.
· Conducts follow up phone calls to survey respondents who have concerns or
        Questions
· Ensure that the sales target is met.
EDUCATION BACKGROUND

July 2014  -

Institution: DUBAI  POLICE  ACADEMY

      Course: FIRE   FIGHTING   MANAGEMENT.

Aug 2008- Dec 2012

Institution   :  MOI    UNIVERSITY ( KENYA)
Course        : Bachelors of Business Management.

                    (Purchasing and Supplies/Procurement) Option.
PROFFESSIONAL  BODY  MEMBERSHIP: Kenya  Institute of Supplies Management)                 (KISM)
COMPUTER  KNOWLEDGE  - General  Computer  Knowledge
HOBBIES-Traveling, socializing,  Hockey and adventures.
