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Customer Service Professional
PERSONAL SUMMARY
I am a well-mannered, articulate and hardworking individual who has invaluable experience of providing a professional and efficient service to customers. I possess the ability and confidence to contribute to the smooth running of a company and also a ‘can do’ attitude required to be able to get things done. I am ready and qualified for the next stage in my career and looking forward to making a significant contribution to the growth of an ambitious company.

KEY SKILLS AND COMPETENCIES

· Administrative duties

· Customer and personal service

· Secretarial duties

· Customer service & retention

· Product knowledge

· Telephone manner

· Cash management 
WORK EXPEIENCE
ZHONGQINGYOUERYUAN PRIVATE SCHOOL - PUNING, CHINA

Kindergarten Teacher 




January 2012 – December 2012

Duties 
· Helping children in their studies and all areas of the national curriculum.

· Providing general support and one-to-one assistance for pupils.

· Helping children with their learning, playing and social development.

· Assisting with the preparation of a comfortable learning environment.

· Producing accurate and up-to-date records and reports as required.

· Monitoring a pupil’s performance throughout the year. 

· Producing accurate and up-to-date records and reports as required.

· Assisting in implementing Individual Education Programs for students.

· Providing extra support to children with special needs or those who speak English as a second language
MAXWAY - SAFARICOM MPESA - NAIROBI 

Sales Consultant 




March 2009 – May 2011

Duties

· Greeting & welcoming all potential and existing customers. 

· Matching the customer’s needs to the right product.

· Working as part of the sales team providing excellent customer service. 

· Taking customer payments in cash. 

· Excellent product knowledge. 

· Dealing with and resolving customer complaints and concerns. 

· Building a great rapport with customers. 

· Having team meeting and sharing best practice ideas with colleagues.

· Adherence to all company policies and procedures.
MICHAEL KIBOKO ASSOCIATES -THIKA, KENYA 
Legal Secretary 





April 2007 – July 2009

Duties

· Organizing and maintaining law libraries, documents, and case files.

· Transcribing and proof reading documentation.

· Preparing agendas, compiling spreadsheets and preparing minutes of meetings.

· Coordinating diaries and travel arrangements.

· Photocopying and maintaining stationery stock.

· Schedule and make appointments.

· Following up pending court cases & keeping a track of the latest court decisions.

· Answering and transferring calls, taking messages and managing emails.

· Close & archive files & deeds in accordance with the Records Management Policy.

BETTY’S RESTAURANT - NAIROBI, KENYA 
Cashier 
February 2005 – February 2006

Duties

· Providing customers a personalized, friendly and efficient cashiering service.

· Taking payments from customers via cash. 

· Responsible for the accurate and timely allocation of cash. 

· Recording of monies received and paid out.

· Undertaking till balancing & administration activities in an efficient manner.

· Helping to resolve customer complaints.

· Sorting, counting, and wrapping currency and coins. 

ACADEMIC QUALIFICATIONS

Jan 2007 – June 2007:
Regional Institute of Management
Certificate in Cabin Crew Duties:
· First aid procedures
· Customer services
· Cabin crew duties

· Air fares and ticketing
Jan 2006 – June 2006:
Dominion Institute, Nairobi, Kenya

Certificate in German language
Jan 2005 – Dec 2005:
Air Travel & Tours Training College, Nairobi, Kenya 
Diploma in Information Technology

Feb 2001 – Dec 2004: Our Lady of Fatima High School, Thika, Kenya

O  Levels
TECHNICAL SKILLS

· MS Office 2010
INTERESTS

Listening to music│ Reading novels│ Socializing │Travelling
