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CAREER OBJECTIVE

To obtain a Senior/Mid class position in an organization that will benefit from my initiative, capabilities, and contribution. I am especially interested in a position with the potential for advancement and increased decision-making responsibilities.

PROFESSIONAL SYNOPSIS

· A Bachelors Degree 2nd Class Honors Upper Division University graduate in (Business Administration), hospitality industry, hence self-motivated professional with 8 years of rich & extensive experience in admin/sales and the customer service industry. Excellent organizational and communication skills contribute to high levels of efficiency and productivity. Proven track record in resolving complex customer issues and implementing workable solutions. A strong sense of urgency ensures customer satisfaction and improved customer retention levels. The ability to assimilate information quickly facilitates in-depth product knowledge and the provision of outstanding customer service. Verified achievement of performance bench marks in all areas.

· Deft at handling day to day front desk activities in co-ordination with internal / external departments for smooth business operations. 

· Adept at performing top level Customer Service/Admin functions with international organizations.

· Demonstrated abilities in cementing healthy relations with the management and rendering proper solutions to them.

· Following up new business opportunities and setting up sales meetings with 
customers

· Communicating new product developments to prospective clients

· Acquire new customers

· Setting up call center support teams and claims handlers

· Functional Skills include:

- Head Supervisor / Front Office Operations, General/Clientele, Coordination/Cashiering

- Sales Correspondence, Documentation/Reporting, Liaison/Coordination

· Exceptional writing, field coordination, excellent communication-verbal & written, internal meetings and client relationship management skills. Strong analytic, Excellent interpersonal skills, listening skills, problem analysis & solving, Flexible, creative, pro-active & organizational abilities, initiative, stress tolerance & adaptability.

CORE COMPETENCIES 

General Administration/Front Office Operations

· Record details of inquiries, comments and complaints

· Record details of actions taken, manage administration
· Managing internet, email, courier and fax related operations.

· Attentive to detail and accuracy, data collection and ordering

· customer service orientation

· Coordinating various client operations without supervision.

· Responsible for providing the highest level of customer service

· Handling overall Front Office Administration functions 

· Synchronizing with various internal departments for seamless operations.

· Deal directly with customers either by telephone, electronically or face to face

· Respond promptly to customer inquiries, handle and resolve customer complaints

· Obtain and evaluate all relevant information to handle inquiries and complaints

· Perform customer verification, process orders, purchase requisition

· Direct requests and unresolved issues to the designated resources

· Orientation/training of new employees and recommendations

ORGANISATIONAL EXPERIENCE

Currently with Medcare Orthopedics & Spine Hospital (MOSH) Dubai as a Senior Hospitality Executive/Medical Secretary  

(Awarded Certificate"BEST EMPLOYEE 2015/2016 CSR)

Assigned specifically as a Personal Assistant to Head Orthopedic Dr. maintaining his calendar and diary of events,patient booking, operative procedures, follow up appointments, transcribing medical referrals/documents for patients,direct meeting and advise patients for other procedures required,daily updating of patients clinic and surgeries or clinical procedures in a spreadsheet. 

· Assisting in induction/training of new staff in the relations department.

· Assisting patients with queries and registering to see the doctors.

· Developing knowledge of the various medical insurance companies and registering 
the details appropriately.

· Liaising with insurance companies to get approvals and guarantee of payments.

· Collaborating with the finance department to follow outstanding balances.

· Telephone calls - receiving and making calls to patients and taking messages for doctors. Ensuring relevant paperwork/medical records are available to the doctors this also includes communication with other departments within the hospital.

· Communication – this is of extreme importance within my role. I have developed my ability to interact with others and effectively communicate with clients,management and colleagues. I have had the chance to develop my language skills and communicate with people of various nationalities.

· Assist in translation of French and German speaking clients

2012 - 2013

Farm Engineering Industries Limited (FEIL) Mombasa Kenya as an Office Administrator.

Which is one of East Africa’s leading manufacturers and distributors of agricultural, forestry, mining, construction and commercial transport equipment. 
2009 - 2011 Novotel Center Hotel Abu Dhabi (UAE) 

Assigned areas:  1) Reservations Agent, Receptionist/Billing, Business Center Coordinator 

Sept 2011 4 Corners Events Tourism Office – Tourist Supervisor/Operations Manager
March 2008 to April 2009 with Graphya Group Abu Dhabi (UAE) Customer Service Executive

Feb’07 – Jan’08 with Chocolate Corner Establishment, Jeddah (Kingdom of Saudi Arabia) Administrator

Jul’04 – Jan’07 Reef Hotels Mombasa Kenya – Front Office Supervisor

2013
- 2014


Kempinski Hotel Bahrain - Senior Guest Relations for VIPs  





Guests only
2001 – 2003
Africa Air Rescue Health Services (AAR) 
Receptionist/Secretary Mombasa (Kenya)

PROFESSIONAL COURSES & QUALIFICATIONS

· July 2015 achieved my certificate in Business Etiquette at Medcare Hospital Dubai

· 2015 Medical Insurance CPT & Radiology Coding training at Crown Plaza Hotel Dubai UAE


· 2012 attained my 4 year Bachelors Degree 2nd Class Honors in Business Management from Kenyatta University Nairobi Kenya

· 2010 Certificate in Grooming & Welcoming a Guest at Novotel Hotel Abu Dhabi

· 2006 Certificate in First Aid (CPR) Management & First Aid Course from Jocham Hospital

· 2006 Training Course Certificate in Transport, Storage, Airport handling & Fire fighting & hazardous cargo handling operations SDV Bollore Africa.

· 2005 Certificate in Customer Relations Management from Consultants for Effective Trainers Institute

· 2004 Diploma in Hospitality Management (ICM-UK Body) - Rifkin's Business Institute Mombasa Kenya

· 2003 Diploma in Business Administration at The Mombasa University-Kenya Class of   

· 2002 Certificate in German & French Languages at Goethe Institute & Alliance Francaise - Francaise Niveau Debut-ant et Intermediaire 

· 2002 Certificate in Personnel Management & Industrial Relations from University of Nairobi Kenya

· 2001 Certificate in Computer Applications & Programming from High Grade Computer Institute Mombasa Kenya (MS Office, Outlook, Lotus Notes, Opera PMS, Peachtree, Adobe & Internet)

· Attendance Course on Fire Exit and Evacuation Procedures

PERSONAL DETAILS:

Nationality

:
Kenyan

Marital Status
:
Single

Language

:
Fluent English, German, Swahili, Intermediate French, Arabic

Availability

:
Immediately
REFEREES: Upon Request

