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Lucia 
Email
: lucia.3837623@2freemail.com
 

Nationality: Kenyan

DOB:
18th February 1982


Marital Status
: Single
Profile
Secure a position that will enable me to use my strong communication & organizational skills, customer service background and my ability to work well with people.

Work Experience____________________________________________________________  
Green Wood Resort Mombasa    

   
                                           Jan 2016 –Dec 2017    (Front Desk Receptionist)
· Greeted all the visitors coming to the front desk and announced their arrival to the housekeeping staff.

· Handled the incoming calls on the switchboard and transferred them to the required departments and personnel.

· Administered all the mails and pick up packages and distributed them accordingly

· Provided back office support to other departments when required

· Maintain log books, including sign-in/out logs, front desk expenditures, and calls received.

· Pick up and sort daily incoming correspondence and deliver sorted mail to addressees.

· Manage front office reception area by cleaning and organizing desk and visitor lobby.

· Calculated bills for services rendered and collected and processed customer payments.

· Answered high volume phone calls, booked appointments, and greeted clients.

INNSCOR Limited Kenya                                                                                          Jun 2015 – Jan 2016  
(Cashier)                                                                                                                                                                                                                          

· Courteously greeted customers with patience and smile and assisted with purchases 

· Promoted customer satisfaction through personal interaction
· Operated cash register, received and dispensed correct change to customers
· Quickly and accurately processed meal orders while developing rapport with customers

· Counted money in cash drawer at the beginning and end of work shift.
· Resolved customer needs using professionalism and sensitivity
INNSCOR Limited Kenya                                                                                          Jan 2015 – Jun 2015 

(Waitress)                                                                                                                                                                                                                          

· Process and fill customer food orders, and prepare specialty dishes quickly and accurately.
· Happily aided customers in the restaurant with any needs

· Multi-tasked by seating guests as they arrived while continuously assisting already seated clientele
· Learned to thrive in fast-paced work environments

· Sharpened communication skills by resolving customer complaints and creating a healthy environment
· Clean and straighten counters and tables at the end of shift
	Nyali hotel resort Kenya, Mombasa                                                                     Feb 2006– Dec2014
 (Housekeeping/Room Attendant)                                                                   


· Cleaning and preparing rooms for guest and Oversee laundry of linen and beddings

· Cleans and tidies up hallways and common areas

· Replenish stock of items in hotel rooms

· Accommodate requests by guests for extra towels, ice bucket, pillows and blankets

· Oversee laundry of linen and beddings

· Monitor rooms for general repairs and upkeep

Academic & Professional Qualifications _____________________________________________
High-grade Computer Institute
2003- 2004:                               IMIS computer course (part-time course)
Secondary Education:

1998 -2001:                           Star of the sea High School
                                                    Kenya Certificate of Secondary Education
Primary Education:

1990 -1997:                           Sparki primary school
                                                    Kenya Certificate of Primary Education.

Languages____________________________________________________________________
 Language






               Level of Fluency
 English




                                                       Fluent

 Swahili







               Fluent
Technical Skills________________________________________________________________
Skills








Level of Proficiency
Microsoft Office Suite (Word, Excel, Powerpoint, Access, Outlook)
             Excellent

Internet and Email (IE, Mozilla Firefox, Google Chrome, Yahoo)

Excellent

Windows (XP Professional, Vista, Windows 7&8)



Excellent
References________________________________________________________________
Upon request
