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PERSONAL DETAILS 

NAME


:  
LILIAN 
EMAIL


:
lilian.382272@2freemail.com 
DATE OF BIRTH

:  
05/10/1988
GENDER


:  
Female 
RELIGION


:
Christian
MARITAL STATUS
:
Single

Visa Status                            :       
 Long Term Visit Visa. 
CAREER OBJECTIVE

A  challenging  and  rewarding  working  environment  where  my  abilities  will  be  utilized  while  at  the  same  time  providing  me  with  an  opportunity  for  career  advancement.  
PROFESSIONAL QUALIFICATION 

Sept 2012 - Sept 2014             :        
Diploma in Hotel Management.

June2008-June 2010               :         
 Diploma in Sales and Marketing
Jan 2008 – June 2008
             :     
 Certificate in Sales and Marketing
Computer Skills 

:    
Proficiency inMs Office, Ms Word, Ms

Excel   and MsAccess,Ms Power Point,Pagemaker,CorelDraw,andMs Publisher
ACADEMIC BACKGROUND
Secondary  

2002-2005

:   
AIC NYAYO GIRLS HIGH SCHOOL
Kenya Certificate of Secondary Education (K.C.S.E)

1991-1999

: 
KYALE PRIMARY SCHOOL.
Kenya Certificate of Primary Education(KCPE)
January 2016 to Date
ISON BPO – ( Toyota Kenya Process)

Position


Customer care Executive





MAIN DUTIES.

· Meet, greet and welcome customers to the showroom.
· Answer calls and respond to customers emails.
· Handling customers complaint and capturing their concerns and their compliments.

· Booking of customers vehicles in advance for mentainance and repairs via email and phone.
· Direct visitors to the appropriate person or office.
· Ensuring that the equipment and facilities are in a safe and good working order.
· Respond to customers inquiries both telephone and emails.
· Perform shift and emergency duties when required.
July 2015 to September:
SAROVA STANLEY HOTEL

ATTACHMENT :

Food and Beverage Service Department

· Setting up tables in accordance with hotel policy.
· Making customers aware of offers on our great food and drink range.
· Serving food and beverage at the tables as required.
· Provide guests with room and hotel information, directions, amenities and local landmarks.
· Checking customers to ensure they are enjoying thier meals and take action to correct any problems. 

· Excellent grooming standards at all times. 

· Cleaning and polishing glass ware. 

· Escorting customers to their tables.  

APRIL 2010 to May 2012
:
ST JOHNS NGARA HOSTELS
Position  


:  
Office administrator
Duties and Responsibilities  
· Daily banking of cash and cheques
· Cheque Writing.

· Daily Purchases of Stocks for the Hostel’s canteen

· Daily Stock taking and Verifications.

· Handling of Customer problems and complains.

· Filing and Maintenance of records.

· Petty cash Control.

PROFFESSIONAL  ATTRIBUTES

· Ability to listen and understand information and ideas presented through spoken words and sentences.
· Ability to read and understand information and ideas presented in writing
· Excellent mathematical reasoning.

· Good reading comprehension skills.
· Good coordination skills -- Adjusting actions in relation to others' actions

· Understanding written sentences and paragraphs in work related documents.

· Responsible  hardworking  and  able  to work under  pressure  

REFEREES 

Upon request
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