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HELLEN 
PERSONAL INFORMATION:
· Email


:
Helen_388758@2freemail.com 
POST APPLIED FOR: HOSTESS
CAREER OBJECTIVE:
Goal-oriented hostess with extensive background and exemplary skills seeks to establish a long-term career with a top level restaurant or hotel chain and provide guests and patrons consistently unforgettable visits and dining experiences.
PROFESSIONAL EXPERIENCE:
· Employer
:            Safari Park Hotel Nairobi Kenya
· Period

:             2017 - 2018
· Position
:            Hostess
DUTIES & RESPONSIBILITIES:  
· Opens and closes restaurant.
· Reviews inventory and daily par stock levels.
· Prepares food requisition orders and relays to Purchasing.
· Reviews and evaluates food service crew performance.
· Conducts pre-shift meetings with staff.
· Checks working condition of equipment.
· Checks quality of ingredients, preparation schedules with kitchen crew.
· Greets and welcomes guests to the restaurant.
· Navigates all sections of the restaurant and assists in areas which need more assistance.
· Gives recommendations on menu and specials of the day.
· Immediately addresses all concerns, complaints and questions from customers.

· Liaisons with the kitchen to ensure prompt serving of all orders.
· Ensures all tables are complete with utensils and dining ware.

· Answer the phone in a timely manner and direct calls to the correct offices.
·   Create and manage both digital and hardcopy filing systems for all partners.
·   Deal with bookings by phone, e-mail, letter, fax or face-to-face.
·   Complete procedures when guests arrive and leave.
PROFESSIONAL EXPERIENCE:
· Employer
:            Safari Park Hotel Nairobi Kenya
· Period

:             2015 - 2016
· Position
:            Housekeeping Attendant
DUTIES & RESPONSIBILITIES:  
·  Cleans the rooms. 

·  Change guestroom and bathroom linen.

·  Make guest room beds. 
·  Replenish guest supplies. 

·  Answer guest requests promptly on the floor. 

·  Responsible for collecting guest laundry.
·  Servicing of rooms in the evening (turndown service) and also provide second service. 

·  Handover lost and found articles if any found in the room.
·  Replenish maids cart with supplies for the next shift.
·  Arrange and stock the pantry with linen and supplies.
SKILLS AND ABILITIES:  
· Ability to communicate and associate with customers.
· Hardworking, self-motivated, team player.

· Honest and sincere in dealing with customers, colleagues and superiors.

· Punctual, focused and very dedicated to any task given.

· Basic computer skills.

· Ability to understand the requirement and convince the customers. 

· Ability to perform a variety of duties in a timely manner. 

· Ability to work with minimal supervision.
EDUCATION QUALIFICATION:



· 1994 -1997
Kenya Certificate of Secondary Education




· March 2017 till Date Ecole Hoteliere Helvetiques Dubai - UAE
HOBBIES:
·  Meeting New People, Sport, Leisure, Swimming, Reading.[image: image2.jpg]



