CURRICULUM VITAE
DUNCAN KAIRU NJUGUNA

Building No-573, Zone -56,   
Street 1100,
Kahrama No. 1183929 Doha, Qatar
Cell: +974 5545 9237/ +254720744065
Email: kairudun@gmail.com

An energetic, dependable individual with a reputable work ethic geared toward professional service delivery presently working with Qatar Airways Services.

PROFESIONAL EXPERIENCE:

QATAR AIRWAYS SERVICES
CUSTOMER CARE SERVICE:  JAN -TO DATE
Duties;

· Meet, greet and assist clients at Airport.
· Attend to customer inquiries promptly.
· Providing customers with timely and relevant feedback on inquiries
· Keep records of customer interaction, transactions, comments and complaints.
· Hotel booking/travel arrangement/appointments
· Coordinate office activities and supervise administrative staff
· Maintain a professional attitude at all time


JOMO KENYATTA INTERNATIONAL AIRPORT (JKIA)
CUSTOMER CARE SERVICE; 2014-2019
Duties;
· Receive and welcome guests at company lounge
· Address clients' concerns /queries by providing necessary information
· Plan clients' itinerary such as conferences, safaris/galleries/mall visits
· Handling emails, calls and bookings.
· Documentation/Record keeping.

 
NAIROBI BOTTLERS LIMITED/COCACOLA COMPANY 
WAREHOUSE WORKER/SUPERVISOR: 2011-2012
Duties; 
· Loading and offloading cargo trucks
· Restocking shelves
· Processing and packaging orders
· Accepting incoming orders
· Taking stock inventory
· Timely shipment of orders
· Delivery driver

EDUCATION BACKGROUND

Emmanuel Presbyterian College
· Computer Certificate; MS Office, Internet.
Kayole Secondary School; 1999-2002
· Kenya Certificate of Secondary Education
 Imara Primary School; 1991-1998            
· Kenya Certificate of Primary Education

COMPETENCES
Result oriented: Focused with the sole objective to meet set goals
Team player: Working together to foster team spirit and deliver desired results
Adaptable:  Quick to adapt to new environments, places, situations and people
 Mellow: Mature in age, easy with people and adjustable
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