Collins T ombayo
2021 flagstone dr apt # 1718 
Madison , Al , 35758
Email Id: Collins@slamwin.com
Career Objective:
Seeking the position of a department/project  assistant in an established organization where I can utilize my organizational skills for performing varied l tasks for the department
Key Skills:
· Thorough knowledge of secretarial practices and office management procedures
· Highly skillful at grasping and adapting to changes
· Ability to organize and coordinate tasks, personnel and resources effectively
· Maintain confidentiality in terms of business matters
· Excellent analytical and problem solving abilities
Educational Qualification:
· Qualification: Bachelor's Degree in finance
- Awarding Body: University of Alabama in Huntsville
- Year of Passing: 2014

Work Responsibilities:
Designation: Front desk / Night Auditor
Organization Name: Towne place suite
Duration: March 2011 - 2013
Responsibilities:
Welcome and register guests and offer them services and room rates
• Handle guest check in and checkouts professionally and in a welcoming and specialized manner
• Issue room key and forward instructions to Bell Person
• Make changes and confirm reservations by means of the Lodging Management Systems
• Keep records of room availability and guests’ accounts
• Post charges of food, room, liquor and telephone to system and manual ledger
• Maintain the hotel’s high standard of service and hospitality
• Provide the maximum quality of service to the guests
• Verify that all updated reports have been run
• Date stamp, arrange, and track incoming mail

Designation: Inventory Specialist
Organization name: Circuit city
Duration: Jan 2007 - 2011

Responsibilities:
[bookmark: _GoBack]• Process accurate and efficient inventory controls
. Zero Balance
. Return to Vendor
. Return to Warehouse
. Cross Channel Returns
. Reserve online pick up in store
• Delivers exceptional customer service
• Responds resourcefully to customer requests and concerns.
• Ensures back of house operations and truck process are consistent to company standards to maintain stock levels effectively
• Understands and utilizes basic selling skills to properly engage and present solutions to our customers.
• Provide an inviting environment for the customers by maintaining a neat and clean store
• Performs front end responsibilities such as cashier, returns, online reservations while maintaining operational standards
• Adhere to all company policies procedures & safety standards
• Perform other related duties as assigned

Technical Competence:
Competent to perform functions using various work related applications and software
· MS Office Applications
· Data Management Systems
· Accounting software

