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 CURRICULUM VITAE
GEOFFREY 
                                                                 DOB: 6 Jan 1989
Email: geofrey.380001@2freemail.com 
Nationality: Kenyan

PROFILE SUMMARY

I am a highly reliable and well presentable person with a vast experience from different industries. I possess valuable skills of working and negotiating with people. With excellent communication skills both face to face and over the phone, I present myself with utmost professionalism and can deal with any enquiries while finding solutions. A high level of good work ethic and motivation has allowed me to achieve the set targets at ease in all the work places I have been and also been awarded different accolades during my tenures.
PERSONAL DETAILS

Year of birth: 1989



Languages: Fluent in English and Swahili
EDUCATION

· Bsc. Hospitality and Tourism Management- Kenyatta University; 2008 – 2012 

· Diploma in computer engineering- Kenya school of professional studies; 2007-2008
· Kenya Certificate of Secondary Education- Utumishi Boys Academy “Gilgil”; 2003– 2006
KEY SKILLS AND COMPETENCIES

· Marketing skills- Gaining adequate knowledge with regards to engaging proper marketing strategies when relating with clients, how to carry out market research to name but a few.
· Customer Relations- Capable of interacting cordially with clients with ability to maintain a good relationship with customers by answering their queries and ensuring their satisfaction.

· Financial Advisor- Experienced in giving financial advice to clients for example advice on; the purpose of having a finance strategy or plan and contacted clients periodically to determine if there have been changes in their financial status.
· Communications- Experienced in interacting well with clients in a clear and concise manner, expressing ideas accurately and ensuring professional communication is maintained with customers.
· Organization skills- A very organized individual with ability to juggle many duties at the same time and ensuring that the daily running of the office goes on smoothly by coordinating all the necessary processes to that will lead to this.

· Office Administration- Capable of handling all office duties accorded to me with experience in; filing and documentation, scheduling and planning for meetings, ensuring the cleanliness of the office and interacting with clients.

· ICT Competence- Knowledge in dealing with SPSS, MS suites including the internet and emails. Also capable of handling all computer applications.

WORK HISTORY

Stores In-charge: January 2016 to Present   
Pullman Jumeirah Lakes Towers and Residences, Dubai

Duties and Responsibilities
· I have managed to minimize the operating expenses for the store by averaging previous 8 month expenditure and thus setting a cut off for each month’s expenditure.

·  I have managed to keep the suppliers in check in regards with their prices by constantly checking with other competitors thus helping reduce the cost of expenditure and thus increasing the Net Operating Income
· Monthly documentation of the supplier licenses to ensure that they are still valid which is part of the DMCC regulations
· Ensuring that all the suppliers HACCP 
· I have managed to reduce and control wastage in the stores by minimizing excess inventories of food products by evaluating the inventory levels of the items and basing the reorder levels on how much we would need till the next delivery and a 10% safety factor is added just to avoid a run out. 
· Maintaining professional relations with all my colleagues and the suppliers as well this makes the work smooth.    

Key Achievement
· Nominated as the employee of the month on Feb 2017,  July 2016 , November 2016 and May 2015 and eventually winning the accolade in July 2017
Housekeeping store keeper: December 2014 to January 2016
Pullman Jumeirah Lakes Towers and Residences, Dubai

Duties and Responsibilities
· Budgeting for all the amenities costs for each month as per the expected room nights to be sold together with the consumption factor of each item.
· Inspecting all the items delivered ensuring to ensure that the quality and the quantity is similar to what was requested.
· Enlightening my staff on the importance of proper use of the items in order to reduce wastage and spillages.
· Constantly liaising with my department to get proper feedback on the items they are using to help make their work easier by finding proper tools they may be in need.
· Keeping good and professional relations with the suppliers and the colleagues.
· Ensuring the store is well set up with labels and properly stocked to avoid zero stocks.
Financial Advisor and Sales Executive: 
Pan Africa Life Assurance Limited, March 2013 to October 2014   
Duties and Responsibilities

· Analyzed financial information obtained from clients to determine strategies for meeting clients' financial objectives as I enrolled them to long term investment plans with the company.
· Answered clients' questions about the purposes and details of financial plans and strategies payment mode and Return on Investments.

· Built and maintain client bases, collect money or cheques, keeping current client plans up-to-date and recruiting new clients on an ongoing basis.

· Contacted clients periodically to determine if there have been changes in their financial status.

· Devised debt liquidation plans that include payoff priorities and timelines.
Key Achievement
· Six months on the job I was ranked the highest Annual Premium Income in the month of January 2014 for the branch. 

OTHER PAST EXPERIENCES

· Management Training- Tribe Hotel; 17th July to 26th October 2012: I acquired training in the departments; Front office operations, Food & Beverage service, Housekeeping supervision and Food and Beverage production.

· Intern; Operation Level- Kenya School of Government; 23rd May – 20th August 2011. I was trained in the following departments; F&B service and production, Stores and procurement and Housekeeping, Laundry, Front office, Accounts and Supervision in Housekeeping.
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