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Professional Summary
Results-driven Virtual Assistant, Digital Marketer, Hospitality Consultant, and Customer Service Specialist with over 20 years of experience optimizing business operations. Adept at streamlining administrative tasks, providing executive support, and enhancing customer satisfaction. Highly skilled in data entry, AI-powered design, and remote work technologies. Expertise in hospitality management, training, and operational efficiency, delivering exceptional guest experiences.
Looking to leverage my skills in a dynamic VA role or hospitality management position to drive business success.
Professional Experience
· April 2025 – Present: Regional Training Consultant-Nairobi,Kenya
Digital Marketer |Cyber Security Training| Customer Centric
Roles and Responsibilities
· Conduct engaging instructor-led cybersecurity training sessions (onsite and virtual) using Skillsware content and platform.
· Designed AI-powered graphics and managed social media content for brand awareness.
· Partner with internal and client stakeholders to schedule training sessions across multiple regions.
· Serve as the primary point of contact for regional clients, training managers, and end-user
· Create regional performance summaries for internal review and client reporting.
· Analyze learner data and feedback to identify gaps and recommend enhancements.

· September 2024 – March 2025: Online Work Freelancer-Nairobi,Kenya
Digital Marketer | Virtual Assistant | Data Entry & Analysis Expert | AI Graphic Designer | Content Writer
Roles and Responsibilities
· Provided top-tier virtual assistance, managing emails, scheduling, and business workflows.
· Handled data entry and analysis, ensuring accurate record-keeping and CRM updates.
· Designed AI-powered graphics and managed social media content for brand awareness.
· Optimized IT systems to enhance business automation and remote work efficiency.
· March 2022 – June 2024: Senior Core Skills Trainer| Costa Coffee – Riyadh, Saudi Arabia
Roles and Responsibilities
· Developed and delivered training programs to improve employee skills and customer 
· Implemented learning management strategies, resulting in increased staff efficiency.
· Used Adobe InDesign and digital tools for effective training content creation.
· June 2020 – March 2022: Core Skills Trainer | Costa Coffee – Riyadh, Saudi Arabia
Roles and Responsibilities
· Led hospitality training sessions for staff, focusing on guest satisfaction and service excellence.
· Provided performance coaching and employee relations support to improve workplace culture.
· [bookmark: _GoBack]Conducted needs analysis and problem-solving strategies for continuous business growth.
· December 2003 – March 2020: Training Store Manager | Alshaya Group – Starbucks Coffee – Riyadh, Saudi Arabia
Roles and Responsibilities
· Supervised store operations, ensuring top-notch customer experience and business efficiency.
· Trained and mentored teams, improving employee development and brand consistency.
· Managed inventory control, budgeting, and strategic growth initiatives for profitability.

Core Competencies
· Virtual Assistance & Administrative Support | Data Entry & CRM Management | Email & Calendar Management | Customer Support & Client Relations | Hospitality Training & Guest Satisfaction | Business Process Optimization | Social Media & Digital Marketing | AI Graphic Design & Content Creation | Cloud Computing (AWS, Google Workspace, Microsoft 365) | Leadership & Team Coaching
Education & Certifications
· June 2020 – June 2024: Arizona State University – Bachelor of Arts (BA), Starbucks Coffee Academy-United States America
· May 2022 – June 2022: Alison – Diploma in Hospitality Administration/Management - Ireland
Technical & Digital Proficiencies
· CRM Software: HubSpot, Zoho, Salesforce | Remote Work Tools: Trello, Slack, Asana, Notion | Email Marketing: Mailchimp, ConvertKit | AI Graphic Design: Canva, Adobe InDesign, Photoshop | Cloud Services: AWS, Google Workspace, Microsoft 365 | Data Entry & Analysis: Excel, Google Sheets, SQL
Awards & Recognition

· Best Training Team Excellence Award – Costa Coffee (2024)
· Alshaya Values Award Champion – Alshaya Group (2016)
Languages
· English (Fluent) | Swahili (Fluent) | Arabic (Basic)
SKILLS
Guest Experience | Stakeholder Engagement | Collaboration Personal Leadership | Continuous Development | Business Strategy | Content Writing | Data Entry Results-Oriented | Team Building Training Programs | Adaptability | Effective Communication | Interpersonal Skills | Time Management | Microsoft Word | Learning Management Skills | Organisation Skills
