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Personal data
	Name
	 
	Lorine Nyaora

	Sex
	 
	Female
	
	

	Nationality
	Kenyan
	
	

	Languages
	English/Swahili 

	Marital Status
	Single
	
	

	Mobile
	 
	0558900648

	Email
Age
Visa
	lorinekerubo100@gmail.com
28 years 
Residence visa





PROFESSIONAL SUMMARY

To be able to use my career experience and acquired training to impact significant change and help other people to make a difference in society by utilizing the available resources and using them to prompt satisfactory results on services provided. Nourishing the idea of advancement while enhancing virtues of good customer service. 

SKILLS	
	· Fluent in speaking and writing English
· Outstanding team player
· Excellent in computer operation 
· Excellent grooming standards
· Confident and self-motivate
· Handling difficult customers
· Ability to work and achieve targets


                                   
	

   


WORK HISTORY(The Grooming company)
CURRENTLY WORK
Position:  receptionist 
· Greeting clients and visitors with positive,helpful attitude
· Answering calls and booking appointment 
· Helping in checking and collecting badges as necessary and maintaining visitors logs
· Answering screening and forwarding  incoming phone calls
· Receiving calls snd sorting daily mails .

TIPS AND TOES (2018-2021)
Position: Receptionist/Call Center 
Duties and responsibilities
· Providing customer services to customers 
· Ensure the guest get the requirement and facilities need to make them comfortable                           
· Deal directly with customers either by telephone, electronically or face to face.
· Direct requests and unresolved issues to the designated resource.
· Receiving and sorting daily mails
· Keep records of customer’s interactions and transactions.
· Record details of inquiries, comments and complaints.
· Communicate and co-ordinate with internal departments.
· Follow up on customer interactions.

DIANI BEACH SPA KENYA 
Waitress (2015-2018)
· Duties and responsibilities	
· Greating welcoming guest.
· Presenting the menu ,taking orders
· Setting tables, cleaning after guests
· Sorts and organize incoming food tickets.
· Complete daily side work tasks assigned to me.
· Communacate food orders with the team
· Adhere to health safety and standards



EDUCATION BACKGROUND
2015-2017      : Diploma in ECOTOURISM AND HOSPITALITY MANAGEMENT 
2014-2010       : Kenya Certificate of Secondary Education
2001-2009        : Kenya Certificate of Primary Education
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