
[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




Agnes Wanjiru Murathi        CV No: 395334
[image: image3.png]



Whatsapp Mobile: +971504753686 Phone +97143970978 E-mail: gulfjobseeker@gmail.com 

OBJECTIVES

To be involved in hospitality industry, managerial skills and be globally competitive.
SUMMARY

Detail oriented and dedicated professional with Hospitality management experience. Exemplary closer that intuitively assesses and recognizes the customer core needs. Outstanding communicator who projects professional image.
SKILLS HIGHLIGHTS

· Customers Service Oriented
· Excellent Communication Skills

· Productivity Improvement

· Performance Standard

· Adaptability & Flexibility
· Technical Skills (MSword, MSexcel, MS PowerPoint)
PROSESSIONAL EXPERIENCE

Company:  
Sensasia Urban Spa 
Address:    
United Arab Emirates (Dubai)
Date:

September 29, 2011 to December 25,2015
Position:
Spa Concierge 
job description
· Ensure spa appointments are scheduled efficiently to drive business and maintain loyalty through exceeding  guest service expectation. 
· Ensure that all revenues are properly registered at the close of each shift and at the end of the days work.

· Completion of the daily opening and closing procedure.

· Ensure client consultation records are completed in order for the therapist to conduct a thorough screening prior to commencing the treatment.

· All client personal information is to be updated and to be kept confidential.

· Welcome and acknowledge all guests according to company standards, anticipate and address guests' service needs, assist individuals with disabilities, and thank guests with genuine appreciation.

· To drive business sales, by maximizing bookings, promoting, design packages suitable to the client’s needs.
· Ensure that all reservations of spa services for clients are according to the relevant skills of the therapists.  

· Manage administration duties such as, purchasing, receiving and inventory reporting as and when required.

· Ensure that accurate reports are sent daily, weekly comments, updating the database, gift voucher tracking etc.
· Report and record all client problems and complaints on customer comment cards or directly to the immediate supervisor, manager or spa director
· Be able to cover the reception desk and acknowledge clients entering or leaving the spa and assist the team with issuing locker keys, cashiering, telephone, bookings etc when required.

· Ensure to read all emails and reply promptly as required.

· Ensure that Communication logbook is updated on a daily basis for a smooth transition between shifts and staffing

· Provide spa tours to new clients and explain the facilities offered to guests.
Company:
Geant Enterprises
Address:
Mombasa Road ,Nairobi  Kenya
Date:

January 2005 to December 2010
Position:
Administration Assistant 
job description
· Following standardized company procedures relating to all aspects of Office performance. 
· Answering incoming calls in a professional manner.
· Maintaining suitable and sufficient office stationary levels.
· Establishing stationary requirements for the Office.
· Resourcing of candidates and appropriately advertising for and recruiting place-able staff.  
· Processing of all the payroll on a weekly basis.
· Managing payroll and other tasks relating to staff wages.
· Updating databases with confidential and relevant information.
· Sourcing candidates C.V’s from various job boards or other media sources.
· Ensuring that all information and documentation is compliant with guidelines of the Data Protection Act.  
· Arranging interviews and confirming interviews by email.
· Coordinating and communicating activities for the Office, including all employee events.
ACADEMIC QUALIFICATION
Tertiary

2003 - 2006


Catholic University of Eastern Africa




Bachelor of Arts in Business Administration
2002-2003                              Kenya School of Monitory Studies
                                               Diploma in Institute of Management Information Systems 

PERSONAL INFORMATION


Birthday

: November 11, 1984

Religion

: Christian 

Nationality

: Kenyan

Marital Status

: Married


Language Spoken
: English, Kiswahili

Height


: 5’6”

Visa expiry

: Nov 12, 2017
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