CURRICULUM VITAE

Name

:
    Ariko. 
Email

:
    ariko.150321@2freemail.com 
Marital status
:
    Married.
Languages
:
    English & Swahili.
MISSION
To be a team member of a winning company whereby honesty, hard work, determination and integrity are the hallmark of an organization
                                                    WORK EXPERIENCE.
Feb -2010-To Date               M.H Alshaya LLC.

                                              WAREHOUSE SUPERVISOR.
     Current Responsibilities:
· Prioritise workload and process information to meet deadlines whilst maintaining accurate files.
· Co-ordinate with shipping and IT departments.

· Co-ordinate with merchandisers regarding new shipments –follow up on stock damage during transit, storage/excess claims to be prepared, ensure stock is properly binned/tagged.

· Co-ordinate with IT to update systems and print labels.

· Ensure adherence to all division/company, local and legal requirement.
· Follow –up with IT and Finance regarding stock written off(testers/uniform/damage/give-aways/defective products.

· Check that the distribution centre meets fire regulations.
· Replace and maintain damaged equipment.

· Manage a team including workload ,motivation, training and appraisals.

· Ensure supervision and leadership to the team.

· Inform/guide Employees on company policies and procedures.

· Appraise Employees and monitor performance against set goals. Identify development needs and potential in order to assign appropriate job functions to develop them.

· Follow up on Employee welfare issues.

· File all goals and appraisals for distribution centre team.

· Assist in maintaining a clean and well organized distribution centre, conducting daily inspection checks of areas.
· Carry out employee searches on arrivals and departure.

· Keep manager updated on day to day matters; Seek approval for employee overtime ,advise on employee and staffing problems, seek approval for all maintenance expenses ,recommend resourcing levels to managers ,plan staffing and supervise transfer of stock during sales plan and inform subordinates regarding stock takes .

· Provide details of worked hours per task per shift.

· Process documentations in a timely manner and communicate progress to relevant parties and line managers.

· Develop efficient processes to meet company objectives.

· Keep inventory of non-saleable stock(bag, fittings/display items/flyers etc).

· Plan and receive shipments status reports ,advise of shipment sizes and stock allocations.Advise on and control stock allocation.

· Develop internal and external relationships to benefit department and company.
· Ensure that the right items are delivered .Send store a list of new launches. Update merchandiser regarding new lines.

2003 -27th Sep, 2009.
:
TOYOTA EAST AFRICA LTD-Kenya.



                      Supervisor -Service Adviser
key Responsibilities.

· To supervise the service department.

· Responsible for preparing repair orders for routine service.
· Write descriptions of the problem on the repair order to help the mechanic locate the trouble.

· Estimate the costs.
· Explain to customers what repairs are required, the cost, and the length of time necessary to complete the repairs

· Give the repair orders to mechanics so that the work can be done in time.

· Test drive the repaired car to make sure that it runs properly.

· Answering questions and settle complaints about the work or cost to the client.

· Refer dissatisfied customers to the Service Manager for further inquiries.

· Understand and implement manufacturers' warranty policies and explain it to the customers.

· Handle warranty repair claims and forward relevant document to the concerned parties.
· Discuss problems with customers to help determine the nature of the trouble.
2001– 2002

                : SWIFT GLOBAL KENYA/CELTEL KENYA.
                                                   TEAM LEADER-GPRS/EDGE CUSTOMER AGENT
. Duties & Responsibilities
· Responsible for training of customer service representatives.
· Responsible for the purchase of IT hardware accessories (Laptops and modems).
· Laptop configuration and software installation on Dell, Toshiba and LG laptops.
· Answering customer queries, problem solving and providing detailed information on new products in the market.
· Responsible for the supervision of a staff of 5 people within customer service. 
· Handling public relation issues emanating from client feedback.
· Modem set up and configuration.
· Answering in-bound calls in support of customer needs.
· Trouble-shooting network connection errors.
1999 – 2001
:
              WILSON AIRPORT SERVICES, NAIROBI



              Reservations and Transportation Ticket Agent
Duties & Responsibilities

· Answer inquiries regarding such information as schedules, accommodations, procedures, and policies.

· Assemble and issue required documentation such as tickets, travel insurance policies, and itineraries.

· Confer with customers to determine their service requirements and travel preferences.

· Contact customers or travel agents to advise them of travel conveyance changes or to confirm reservations.

· Determine whether space is available on travel dates requested by customers, and assign requested spaces when available.

· Examine passenger documentation to determine destinations and to assign boarding passes.

· Inform clients of essential travel information such as travel times, transportation connections, and medical and visa requirements.

· Maintain computerized inventories of available passenger space, and provide information on space reserved or available.

EDUCATION
· Diploma – Purchasing & Supplies Management (KNEC)

· Advanced Certificate in Supplies Management (RTI)

· International Computer Driving License

Institute of Advanced Technology

· Certificate in Supplies Management.
· Certificate in Accountancy-(R.T.I).

· Level Certificate – Eastleigh High School

· KCPE – Nairobi River Primary School – Nairobi

SKILL
Holder of UAE DRIVING LICENSE.
.
Holder of B, C, E Driving License
ACHIEVEMENTS

Class prefect 1996 – 1998

Captain – Supplies football team – RTI Nairobi

Hobbies: Reading, football and traveling

Clubs: Wildlife and Journalism – E.H.S
PAGE  
3

