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ADEYEMO KAFAYAT TITILADE 
Mobile: +971-551434020
Email: kafy4sure@yahoo.com
Sharjah, U.A.E

RECEPTIONIST 
	· OBJECTIVE
	



A receptionist with many years of experience, my objective is to work with an organization where I can utilize the best of my skills and abilities in scheduling appointments, maintaining records and performing several administrative duties and permitted to be an active participant in contributing to the development of the company.

	· SUMMARY OF SKILLS:
	



· Good customer service skills
· Ability to multi-task and prioritize jobs
· Good problem solving skills
· Ability to work well under pressure
· Strong communication ability – verbal, written and listening skills 
· Team player and dependability 
· Positive/ high energy levels 
· Cultural awareness and sensitivity relating to multi-nationalities
· Demonstrative sound work ethics 
· Knowledge of MS-office
· Attention to details

	· WORK EXPERIENCE:
	



POSITION		:   	RECEPTIONIST
COMPANY		:   	GLOBAL VILLAGE   
DURATION		:   	1 YEAR

POSITION		:	RECEPTIONIST
COMPANY		:   	MAINLAND HOTEL AND SUITES 
DURATION		:  	2 YEARS

 
Duties and responsibilities 

· Answering and forwarding phone calls
· Screening phone calls
· Arranging courier 
· Keeping the reception tidy
· Sorting and distributing post 
· Booking and arranging meetings 
· Scan goods and ensure pricing is accurate
· Resolve customer complaints, guide them and provide relevant information
· Greet customers when entering or leaving the store
· Maintain clean and tidy checkout areas

	· EDUCATION
	



· BSc in Banking and Finance
· Senior Secondary School Certificate (SSCE)		
                                                     
	· SPECIAL SKILLS
	




· Proficient with Microsoft Office packages
· Good problem solving skill
· Ability to work as part of a sales team
· Ability to Multi-task in a fast paced environment

	· PERSONAL DATA
	



Gender			:	Female 
Nationality			:	Nigerian 
Passport No			:	A09800831
Visa Status			:	Residence visa
Language known		:	English 


	· DECLARATION
	



I hereby declare that the above mentioned information is true to the best of my knowledge and belief.
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