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MAUREEN 
Email: maureen-388919@2freemail.com  

Personal information 
Date of Birth:                            15th July 1992
Sex                 :                            Female
Nationality    :                            Kenyan                                  

Languages     :                           English and Swahili 
Visa Status    :                            Visit visa
Personal Attributes / Profile
· Capable of working under minimal supervision.
· Able to work under pressure with an open mind and a flexible approach to change.

· An industrious and self-motivated individual.

· Excellent communication (both oral and written) skills and interpersonal skills.

· Honest and reliable.

· Creative and innovative.

· Teamwork oriented.

· Diligent, result driven and a fast leaner.
Career Objective
To obtain a position in an institution where my working potential can be tapped and put into good use to make a significant contribution in terms of efficiency, integrity and accountability for the benefit of the institution and society as a whole. 
Work Experience:
Year                            : Jan 2017 - Dec 2018
Employer                    : Lotus Downtown Hotel – DUBAI (UAE)
Position                       : Guest relation officer
Date


: May 2016–- Dec 2016
Employer

: Emril Company – DUBAI (UAE)
Position

: Customer Service
Date                            :  Feb 2014 -–March 2015     

Employer                   :  Blue springs Hotel (Kenya)
Position                      :  Waitress /Customer service

DUTIES AND RESPONSIBILITIES:
· Maintaining a positive, empathetic and professional attitude toward customers.
· Responding promptly to customer inquiries.
· Communicating with customer through various channels
· Acknowledging and resolving customer complaints.
· Knowing our products inside and outside so that I can answer questions from customers.
· Processing orders, forms, plication and request.
· Keeping records of customer’s interactions, transactions, comments and complaints.
· Providing feedbacks on efficiency of the customer service process.
· Ensuring customer satisfaction and provide professional customers support.
Date                            : July 2015- January 2016

Employer                   : Mr. Price Fashion store
Position                      : Sales lady
 Duties and responsibilities:  

· Welcoming the customer and offering them the best of customer service.

·  Assisting shoppers to find the goods and products they are looking for.

· Being responsible for processing cash and card payments.

· Answering queries from customers while updating them on special promotions.

·  Responsible dealing with customer complaints.
· Working within established guidelines particularly with brand.
Education Background

 YEAR        :              Qualification / Institution:
 2012 - 2013:            Excel Institute of professionals
                                    International certificate in hotel and catering management
2006 - 2010 :              Gakoe High school
1998 – 2005 :             Ngorongo Academy
AREAS OF EXPERTISE:

Problem solving.

Guest relation

Computer knowledge.










