[image: image2.jpg]


 EMELDA 
WORK EXPERIENCE
FROM 2013 - PRESENT 
COMPANY              SAROVA WHITESANDS HOTEL
DESIGNATION   : RECEPTIONIST/customer service
· answer telephone, screen and direct calls 

· take and relay messages

· provide information to callers

· greet persons entering organization

· direct persons to correct destination

· deal with queries from the public and customers

· ensure knowledge of staff movements in and out of organization

· monitor visitor access and maintain security awareness

· provide general administrative and clerical support

· prepare correspondence and documents

· receive and sort mail and deliveries

· schedule appointments

· maintain appointment diary either manually or electronically

· organize conference and meeting room bookings

· co-ordinate meetings and organize catering

· monitor and maintain office equipment

· control inventory relevant to reception area

· tidy and maintain the reception area

Education and experiences
· high school diploma generally required

· knowledge of administrative and clerical procedures

· knowledge of computers and relevant software application

· knowledge of customer service principles and practices

· keyboard skills
Key Competencies
· verbal and written communication skills

· professional personal presentation    

· customer service orientation   

· information management

· organizing and planning

· attention to detail

· initiative

· reliability

· stress tolerance 
FROM 2010 – 2012
COMPANY           : PANGONI BEACH  RESORT AND SPA
DESIGNATION    : SALES LADY
· Work with customers with the most cheerful and pleasant disposition

· Give answers to customers’ questions or concerns related to the product they are charged to sell and demonstrate good knowledge of the product

· Communicate and assist customers in any way possible and as the customers may require

· Deal with customer’s complaints professionally and with restraint

· Close as many deals and transactions as possible

· Process or help process payments made by the customer – whether by in cash or credit card

· Bag products for the customers (if there’s no other assigned to that)

· Report sales accurately

· (May) Travel at times to sell and make representations of the products to clients’ homes

· (May) Call regular patrons on the phone or other people at retails outlets or storage room
Key competencies
· verbal and written communication skills

· professional personal presentation    

· customer service orientation  

· positive attitude

· convincing power

· presentation style

· negotiation skills 
TRAININGS 

Food and Beverage service – Sarova Whitsands
Customer service – Pangoni Beach Resort
EDUCATION BACKGROUND
MOMBASA TACHNICAL TRAINING INSTITUTE   - FROM 2009 – 2011
DIPLOMA IN FOOD AND BEVERAGE SERVICES 
Key subjects

·  Communications

· Food and Beverage Control
· Principles and practice of management
· Entrepreneurship
· Diet and Nutrition 
· Computer packages
· Food and Beverage Service sales
· Principles of accounting
YEAR 2006 – KENYA CERTIFICATE OF SECONDARY EDUCATION 
TENGECHA HIGH SCHOOL
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