Okonkwo Obinna Stephen
Location: 138 Adetola street, Aguda, Lagos State
Telephone: 07085691767, 08056112161
Email: stephen.obinnaa@gmail.com
Personal Profile
A courteous, polite and well-spoken professional who is highly efficient and has excellent organisational skills. Possessing a good team spirit, deadline orientated and having a passion for providing the highest standards of hospitality and service to customers. Helpful and approachable but also commercially minded and having the ability to promote and maximise sales opportunities at all times. A quick learner who can absorb new ideas, communicate clearly and effectively and also find suitable solutions to meet the needs of customers.  Keen to find a suitable position within an ambitious organisation where I will be able to continue increase my work experience & develop my abilities.  
Core Skills
	· Up selling
· Customer service
· Resolving guest disputes
	· Hospitality
· Supervising
· Greeting guests  


Career Summary
November, 2014 - Present 

    Max Royal Hotels & Suites, Oshodi -Lagos State.




                 Hotel Receptionist.
Outline

Responsible for providing a friendly welcome & high-quality service over the phone to guests arriving at the hotel. Constantly portraying a highly professional image of the hotel & paying particular attention to guest satisfaction & efficiency.
Key Responsibilities

· Welcoming guests to the hotel in a polite, friendly and helpful manner.
·  Dealing with late arrivals and assisting with early check-outs. 

· Checking out departing guests using the hotel’s accounting system.
·  Taking payment from guests in the form of cash or credit cards.
· Answering telephone inquiries promptly & professionally & transferring calls on.
· Being a point of contact for guests should they have any queries.  
· Arranging for brief tours of the hotels rooms and facilities.
· Operating switchboard and directing calls appropriately.
· Dealing with and resolving customer complaints.

· Checking function sheets.
·  Managing group bookings for conferencing, the restaurant and accommodation.
· Ensuring all relevant paperwork has been completed in order for a smooth hand- over at the end of your shift.
· Providing information and literature about the hotel in person and via telephone.
September, 2013 – November, 2014              Superrmart.ng, Victoria Island- Lagos State.
                                                                          Shopper.
Outline

Responsible for helping customers shop by giving advice and making suggestions to customers.
Key Responsibilities
· Picking customer orders from supermarkets and local markets.
· Abiding to customers’ special instructions when picking orders.

· Suggesting  alternatives(replacements)when ordered items are unavailable.

· Daily reconciliation of all expenses.

· Assisting merchandizers  with periodic stock updates.

June, 2012 – July, 2013                                  National Youth Service Corps (NYSC), Bida- Niger State.
                                                                         Mathematics Teacher
Key Responsibilities
· Planning, preparing and presenting lessons that cater for the needs of the whole ability range within classes.
· Motivating students with enthusiastic, imaginative presentation.

· Organizing and taking part in school events, outings and activities.

Education & Qualifications 
· HND in Civil Engineering, Lower Credit – Federal Polytechnic Nekede – 2011
· ND in Civil Engineering, Upper Credit –   Federal Polytechnic Nekede 
-  2008
· WAEC – Abueke Community Secondary School – 2004
Professional 
·  Customer Service/ Telesales .
· Health,Safety & Security Environment(HSSE).
References available on request
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