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	PROFESSIONAL SUMMARY
	Offering strong communication and organisational skills, with friendly and welcoming attitude. Knowledgeable about customer service, multitasking, and handling administrative tasks. Ready to use and develop interpersonal, time-management, and problem-solving skills in [Desired Position] role.
Friendly Receptionist skilled in creating welcoming environments and handling administrative tasks. Excel at managing front desk operations, coordinating schedules, and ensuring smooth communication between departments. Known for enhancing customer satisfaction and streamlining office procedures to improve efficiency.

	SKILLS
	· Active listening	• Self-motivation
· Customer service excellence


WORK HISTORY	RECEPTIONIST, 03/2023 - 01/2025
Alhaqeeqe nor project management services, Dubai, United arab emirates
· Managed bookings using Booker software to schedule, cancel and re-arrange [Timeframe] appointments.
· Offered knowledgeable, friendly support to in-office guests.
Admitted guests into buildings to control site access.
Set up office spaces, equipment and support services for client and team meetings.
Collaborated with team members in organising company events; enhancing team cohesion and morale building activities.
	
	WAITRESS , 01/2022 - 12/2022
Omar mohamed , Eldoret, Kenya
· Served meals and drinks with professionalism and skill, maintaining high presentation and quality standards.
· Maintained excellent level of service in busy and demanding restaurant environment.
Provided recommendations on specials or seasonal offerings for increased sales revenue.

	EDUCATION
	Rift valley technical college, Eldoret, Kenya, 09/2021
Diploma of Higher Education: Information and Communication Technology
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