CURRICULUM VITAE

NAME :Caroline Waithira Wairimu
NATIONALITY :Kenyan
DATE OF BIRTH 20 oct 1984
LANGUAGES :Arabic ,English kiswahili
{' MOBILE :+254748749090
} EMAIL ‘wairimucarol6l@gmail.com

CAREEROBJECTIVE:

To be a role model and example to other staff able of creating confidence,
trustworthy,ambitionsandresponsibility-orientedperson. Agoodnegotiatorand of team
spirit so that to create competitive and rewarding career development beneficial for both
corporate and personal growth.

STRENGTHS:
Quick to learn
Hard Working
Flexible
Creative
Flexible

EDUCATION BACKGROUND
2009-2010 Utalii College
Diploma in Hotel Management

2002-2005
St John’s Secondary School School
Kenya Certificate of secondary Education

1993-2001 Mbiri Primary School.
Kenya Certificate of Primary Education



mailto:wairimucarol61@gmail.com

WORKEXPERIENCE

2021-2024
Radison Hotel

Position: Customer Service Attendant

Duties Responsibilities

Greeting guests on arrival.

Undertaking front desk service duties.

Administering check-in and check-outs.

Assigning rooms and issuing keys.

Delivering mail and messages.

Processing guest payments and managing bills.

Coordinating with porters, concierge, and kitchen staff an dhousekeeping.
Acting asacentralsourceofinformationforguestsduringtheirstay.
Processingfoodandbeveragerequests.
Resolvingproblemsanddealingwithconflictortensionwithdisappointed guests.

Coordinatingthird-partyservicessuchastourguides,taxis,airport
transfersandrentalcars.

Doha Liwa Trading Company Qatar 2014-2019

Position:SalesAssociateRes

ponsibilities

Greetingandwelcomingcustomers. _ _ _

Fillingcollecteddataandmaintainingcleanlinessandhygieneattheworkingplace

HoldingtradeFairsandExhibitiontoencouragecustomerstouseourproducts

Explainingtocustomersthefunctionsandhowtouselongedproducts
Solvinghandlingcustomerscomplain

Enteringofdatafromthesalesteam

Co-donatingwiththesalesteamandthemanagement

Creatingagoodnameforthecompanytotheclients _ S

Contactingtheclientsthroughphoneore-mailandhandlingtheirobjectives

Advisedcustomersonthelatesttrends

Turnedcustomerserviceintosales.

Maintainedandimprovedstoreretailstandardsonsellingfloor,serviceareasandstockrooms

Providedcustomerswithcompleteserviceandanenjoyableshoppingexperiencetomaximize

sale

Processeddeliveriesandstocktransfers

Ensuredadequatequantitiesofstockareavailable

Ensuredthatthedisplaysareattractiveandappealingtocustomers

Prepareddailysalespromotionssoastoattractandretainmorecustomers

Carryingoutreturnsandexchangeandensuringcompliancewithcompany'sprocedure.

Providingfeedback tothelinemanagersonaregularbasis.

Dona Bela Company Lebanon

2012 - 2014
Positon: customer service

Duties & Responsibilities

Handlingcustomersobjectiveeffectively
Correctinganddepositingchequesforcompany



o Conductingsalepromotionforourproducts

o Discoveringthecompetitors’tacticsandincreasingourmarketsshares

o Maximizingonthesalesandcreatingmorerevenue

e Discoveringnewmarketsforourproducts

¢ Holdingmeetingonhowtoadvertisethemerchandise.Makingsales follow up

e Maintainspromotionaldatabasebyinputtinginvoiceandbill-backdata.

e Updatesmanagersbyconsolidating,analyzing,andforwardingdailyaction summaries.

e Resolvesorderandinventoryproblemsbyinvestigatingdataandhistory; identifying alternate
means for filling orders; notifying managers and customers.

TheBellaVista Saloon 2011
Position:Hairdresser/Receptionist Duties

Talktoclientsabouttheirrequirements

Cuthairusingclippers,scissorsorrazors

Shampoo,conditionandrinsehair
Provideservicessuchascoloring,bleaching,applyingtreatment,permanent
waving(withchemicalsolutions),straighteningandtinting
Dryhairandstyleitusingbrushes,combs,straighteningironsandother
equipment, advise clients on hair care.
Block(shape),clean,color,adjust,curlandcutwigsandhairpieces
Attendhairdressingseminarsandtraininginordertokeepuptodatewithnew
productsandtechniques
Operateacashregisterandcomputer,performreceptiondutiessuchas
answering telephone calls and making appointments
sellretailproducts,maintainclientrecords

e Cleanthesalon,workareasandequipment.

Hobbies
e Socializing
e Listening to Music
e Designing Adventure
e Reading

Referees

1. Joshua Mwangi
+97450251533

2. Margaret Hellen
+254721678476
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