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PROFESSIONAL SUMMARY 
Experienced Administrative and Customer Service professional with over 6 years of expertise in project management, customer service, and administrative roles. Superintended projects from start to finish, ensuring timely delivery and seamless operations. Resolved inquiries promptly, maintaining high customer satisfaction. Managed scheduling, records, and correspondence, optimizing office efficiency. Bilingual in French and English, facilitating cross-cultural communication. Dedicated to delivering exceptional service and driving organizational success.

KEY SKILLS
Expert in Office Management & Records Management| Customer Service Excellence |Solutions Driven
Strong Verbal and Written communication skills| Bilingual (French and English) |Proficient in Microsoft Suit (Word, Excel, PowerPoint) | Demonstrated leadership & Organizational skills| Culturally Sensitive in diverse environments| Disaster Preparedness |

WORK EXPERIENCE
SEPT 2019 – PRESENT    ACCRA FINE SUITES
			          RESERVATIONS OFFICER (CLIENT SERVICE SUPPORT)
· Coordinated high-volume guest inquiries, averaging 50 dailies, achieving 95% resolution rate through problem-solving and personalized customer service strategies; maintained exceptional guest satisfaction and loyalty metrics.
· Increased call handling efficiency by 20% within the first quarter of implementation.
· Developed and optimized 10 unique service packages monthly by analyzing market trends and gathering customer feedback: resulting in a 15% increase in average order value and a 20% growth in customer retention rate.
· Engineered a system to manage reservation-related correspondence, guaranteeing completion and filing before guest arrivals; this strategic initiative ensured a flawless guest experience, fostering loyalty and trust in the brand while improving operational efficiency.
· Documented and analyzed data from 500 reservation transactions weekly to identify trends and inform decision-making processes.
· Developed and implemented tailored rate plans based on market segmentation analysis, resulting in a 20% increase in revenue per customer and a 15% growth in customer acquisition.
· Supervised over 20 housekeeping staff and implemented quality control measures to exceed clients’ expectations.

JAN 2018 – OCT 2018 	JET AWAY TRAVEL AND TOUR  
				FRONT DESK AND ADMINISTRATIVE ASSISTANT
· Streamlined administrative processes through scheduling, record management, correspondence handling, and meeting facilitation, driving a notable 25% increase in organizational efficiency and team collaboration.
· Led the scheduling and management of 30 weekly appointments, guaranteeing 100% accuracy in record-keeping; facilitated 10 monthly meetings to drive strategic initiatives and promote team cooperation.
· Directed maintenance operations to optimize equipment uptime and minimize downtime, resulting in a 25% increase in overall productivity and a 15% decrease in maintenance costs.
· Collaborated with facilities team to streamline office maintenance tasks, reducing turnaround time by 20% and cutting costs by 15% through strategic vendor partnerships.
· Administered all front-end communications, greeting visitors, handling incoming calls, and addressing inquiries promptly and courteously; fostered a welcoming and positive organizational image that left a lasting impression on all stakeholders.
· Compiled and dispatched outgoing correspondence: Drafted letters, memos, and documents adhering to instituted guidelines. Maintained clarity in communication for all outgoing correspondence, processing an average of 20 items per week.
· Oversaw office equipment maintenance: Synchronized with vendors, scheduled service appointments, and expedited issue resolution. 
· Controlled essential repairs to ensure minimal downtime and maximize operational efficiency; closely monitored usage levels, tracked inventory, and facilitated timely replenishment to support continuous workflow.
· Established seamless communication with suppliers to procure necessary supplies, guaranteeing uninterrupted operations.

AUG 2015 – APR 2017 	WEST AFRICA DISASTER PREPAREDNESS INITIATIVE (WADPI) KOFI ANNAN 						INTERNATIONAL PEACE KEEPING TRAINNING SECTOR (KAIPTC)
				PROJECT OFFICER
· Supervised 5 project cycles for WADPI initiatives from planning to execution.
· Managed 500 project files to ensure accuracy and timely delivery of logistics to meet project timelines.
· Influenced the translation and interpretation services for 50 meetings to ensure clarity across language barriers.
· Drafted 100 emails, letters, and presentations, adhering to verified standards.
· Organized 20 updates and reports to align objectives among stakeholders.
· Fostered communication for integration of WADPI activities into operations at KAIPTC divisions and departments.
· Collaborated closely with representatives from international organizations (partners) to facilitate seamless implementation of WADPI.

EDUCATION 

SEPT 2010 – JUN 2015          GHANA INSTITUTE OF LANGUAGE SCHOOL OF TRANSLATORS, UNIVERSITY OF GHANA
			          	BACHELOR OF ARTS – TRANSLATION

OCT 2013 – JUN 2014         UNIVERSITY OF ABOMEY- CALAVI CENTER FOR FOREIGN LANGUAGES, BENIN
			            CERTIFICATE IN FRENCH STUDIES

PROFESSIONAL TRAINING AND DEVELOPMENT

FEB 2017 – MAR 2017 	TRAINING IN DISASTER PREPAREDNESS INITIATIVE, CAPE VERDE


REFERENCE
Available upon request.
