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Receptionist/Admin Assistant

Bilingual in English and Arabic | Customer oriented | Problem solver


Agile and well organized Receptionist with 5+ years of experience in both the hotel and private sectors. Skilled at dealing with sensitive situations and keen to support the company with organizational, diplomacy, and communication skills. At Ali Jirde hotel, I implemented a CRM system with reporting capabilities that contributed to cutting cost and boosting efficiency by 25%.

· 
· Attribute 1. Diligent – researched the root of problems before applying appropriate solutions.
· Attribute 2.  Adaptable –  always adapted to new work environments within two weeks of my arrival.
· Attribute 3. Empathetic listener – listened to customer feedbacks and complaints with open ears.



Areas of Expertise

· 
· Microsoft office
· Administrative skills
· Data entry skills
·   Bilingual skills
· Sales skills
·  Writing skills
·  Supply management
· Office equipment
· Typing skills

Career Highlights

Ali Jirde Hotel and restaurant, Hargeisa, Somalia (Sep 2019 – Jun 2022)
A 5 star hotel with over 50 employees providing guest related services like check ins/check outs, cuisines, etc.

Front desk Receptionist	SEP 2019 – JUN 2022

Responsible for providing all of the hotel guests with accommodating experience by responding to customer needs including greeting people as they enter the lobby, fielding calls from guests, etc. Reported directly to the front office supervisor.
· Guided guests to their rooms during check-in, providing them with exemplary service during their stay and assisted them through check-out.
· Answered up to 40 calls per day maintaining high levels of professionalism and customer service.
· Resolved customer complaints by identifying the key issue and providing suitable solutions. 
· Advised guests on available hotel packages resulting in 9% increase in annual sales. 
· Boosted front office efficiency by 30% during my stay based on customer’s complaints and feedback.
· Coached 2 new starters and provided hands-on training

Takaful insurance of Africa LTD, Hargeisa, Somalia (Feb 2018 – May 2019)
Leading insurance company in  horn of Africa with up to 30 employees which provides a  range of ethical financial security services.

Admin Assistant/Secretary	FEB 2018 – MAY 2019

 oversaw the main duties by answering phone calls and in-person inquiries regarding company services, provided guidance to clients on which service is suitable to them depending on their situation, handled customer complaints and collected feedbacks. Reported directly to the manager.
  
· Advised clients on appropriate services generating 7% increase in sales 
· Ensured all customer complaints were resolved with high level of satisfaction. 
· Established new customer service protocols resulting in 15% efficiency boost. 
· Filled as an acting supervisor when needed.
· Answered up to 15 calls per day maintaining high level of customer service
· [bookmark: _GoBack]Supervised office equipment to ensure smooth operation 










    Ambassador hotel, Hargeisa, Somalia (Mar 2017 – Dec 2017)
A 3 star hotel with up to 20 employees which provides a wide range of guest related services.



Front desk	MAR 2017 – DEC 2017

Responsible for contributing all of the hotel guests with fantastic experience during their stay, responded to guest calls and direct it to its targets. Reported directly to front office supervisor.

· Assisted the guests professionally in the check-in check-out process resulting in increase in positive feedback. 
· Handled guest complaints efficiently and found the appropriate solutions. 
· Recommended hotel packages to guests resulting in 4% increase in sales 
· Boosted front office efficiency by 8% efficiency ensuring more tasks are done with less time and costs. 

Earlier Career

Lalays café/ interior | sales agent	 JUL 2016 – JAN  2017 
Handled the daily tasks of selling interior design products and calculated petty cash at the end of every shift. Helped the waiters ease communication with foreign customers due to my English language knowledge. 

Fly Dubai | Sales agent (part time)	 AUG 2015 – APR 2016  
Handled the issuance of international flight tickets to customers and handed the petty cash to the supervisor at the end of every shift.   
	 
Education

Bachelor | Gollis university | JUN 2016

Diploma | Nuradin secondary school | MAY 2012

Further Training

Microsoft office | online
SPSS data entry | university
Time management | university
Sales basics | online

Personal Details

   Nationality: Somalia 	                              Languages:       English (Fluent)
                                                                                       Arabic (Fluent)
                                                                                        Somali (Native)
                                                                                          German (learning)
         
                             





