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SALES AND MARKETING EXECUTIVE/CUSTOMER SERVICE EXECUTIVE
Competent, diligent and result-oriented professional with extensive exposure in areas of consumer experience, customer service as well as complaints and sales management. Holder of Diploma in Cooperative Management and Certifications in Accounts and Customer Service. Skilled in spearheading customer-centric functions and providing outstanding support to ensure smooth operations across organisation. Displaying strong expertise in professional correspondence, query management and business development while maintaining high levels of flexibility, resourcefulness and commitment to resolve customer predicaments. Demonstrating excellence in achieving results and exceeding expectations using proactive communication channels. Exhibiting exceptional team-building, multitasking and problem-solving skills; thus, ensuring strong rapport with customers and improved work ethics and performance.

CORE COMPETENCIES
▪ Client Relationship Management (CRM) ▪ Business Development ▪ Administrative Support Sales and Marketing ▪ Training and Mentoring ▪ Interpersonal Communication ▪ Problem-Solving and Analysis ▪ Team Management ▪ Schedule Adherence ▪ Complaints and Query Handling ▪ Public Relations ▪ Data Analysis and Compilation ▪ Corporate Office Management ▪ Customer Care Policies and Procedures ▪ Sales Management ▪ Customer Needs Analysis ▪ Brand/Product Management ▪ Costing and Budgeting ▪ Sales Documentation ▪
KEY SKILLS
· Sales and Marketing Management – Expertise in assisting with all aspects of marketing operations, including support, development and distribution of marketing and sales materials. Identifying sales opportunities and communicating new solutions and offerings to target accounts. Developing marketing strategies and conducting competitive product analysis for new product development.
· Business Development – Hands-on experience in strategically identifying growth opportunities and extending business boundaries while enabling sales development, strategic fit and due diligence analysis. Reliable player serving as the primary interface between management and other employees and facilitating complex sales decision-making with the help of intuitive skills.

· Client Relationship Management – Expert at managing clients effectively by determining their needs and delivering quality service as well as closing deals through negotiations. Possessing thorough knowledge of customer service processes with proven ability in analysing business requirements and facilitating continuous improvement for organisational growth and profitability.
· Product Demonstration and Brand Management – Extensive exposure in implementing promotional activities and marketing campaigns to accomplish long-term brand enhancement goals and ensuring fulfilment of company brand and regulatory guidelines.

· Strategic Profit Accountability – Proven track record of executing business-centred strategies; thus, contributing to organisational growth and profitability. Exceptional skills in developing and implementing new marketing and sales strategies while managing control points and controlling risks and successfully achieving revenue goals.
· Relationship Building and Communication Skills – Demonstrating excellent relationship building skills while optimising communication with clients and key stakeholders. Excellent communicator with ability to work under pressure in fast-paced work environments. Proficient in interacting effectively with people of diverse nationalities and comfortable working in a multicultural set-up. Excellent multilingual communicator with fluency in English and Swahili and basic knowledge of Arabic.
KEY ACHIEVEMENTS
· Successfully managed assigned team and enabled accomplishment of defined targets.

· Effectively surpassed individual targets in total sale and steered team towards achieving the highest number of extended warranties set by the management.
· Efficiently handled a team of over 15 promoters and provided them with requisite support and training; thus, ensuring their optimal performance and increase in sales.

· Worked efficiently under minimal or no supervision; demonstrated exceptional multitasking skills by managing diverse functions, including customer service, supervising work of sales staff, activating sensitive procedures of data packages, ensuring attractive display of products and managing stocks and documentation.
· Received training from direct dealers on new products on the shop floor and efficiently utilised gained expertise to exhibit the products to customers professionally. Also, promptly responded to customer enquiries and closed the sale; thus, achieving defined target.
· Tracked all service centre issues, including customer complaints, and accordingly implemented requisite measures to resolve them; thereby, attaining high levels of customer satisfaction.

· Efficiently managed diverse store departments simultaneously; thus, leading to increase in knowledge of various products.
· Diligently handled cash transactions and ensured timely availability of stock at the point of sale by placing orders beforehand.
CAREER HISTORY
	Sales Representative, G Wave Trading LLC – Dubai, Dubai, UAE
	


· Working as Section In-charge and managing the sales section.
· Supervising work of sales staff within the section and enabling accomplishment of sales targets.

· Greeting and directing customers in the showroom in a polite and professional manner and managing their complaints.
· Responsible for ordering stocks and enabling stock availability from other branches.
· Accurately maintained inventory record including head counts.
· Delivering high levels of customer service; thus, ensuring shoppers have a positive experience.
	Sales Associate/Customer Service, Jumbo Electronics Co LLC, Dubai, UAE
	Mar 2010 – Mar 2013

	Sales Associate/Customer Service, Kabis Electronics Kenya, Nairobi, Kenya
	Dec 2007 – Dec 2009

	Record Officer, Kenya Revenue Authority, Nairobi, Kenya
	Jan 2007 – Dec 2007


Combined Accountabilities

· Applied retail store guidelines and standards for visual presentation and appearance of store and recommended in-store promotions to the Shop Manager.

· Responsible for inventory management and updating management on daily requirements of customers.
· Facilitated a comfortable, informative and hassle-free shopping environment to clients at the outlet by adhering to a visual merchandising theme.

· Ensured requisite merchandise from stockroom as well as monitoring receiving, check-in and stocking of merchandise to verify accuracy.

· Undertook regular meetings with the Shop Manager and sales team members to devise measures to enhance sales of fast- and slow-moving items.

· Maintained strong knowledge of the store’s merchandise to provide helpful advice to customers.

· Constantly liaised with customers and informed them of new items.
· Provided information, price details and product demonstration to customers and efficiently managed their queries and complaints, if any.
· Strove towards delivering high-quality customer service while ensuring strict adherence to corporate policies and procedures.
EDUCATIONAL QUALIFICATIONS
	Diploma in Co-operative Management, Nyeri Technical Training Institute (Kenya National Examination Council), Kenya
	Jul 2006 – Sep 2009

	High School Certificate, Kibutha Girls High School, Kenya
	May 2001 – Sep 2004


PROFESSIONAL CREDENTIALS
	· Certificate in Customer Service, Magtec Inspiration College
	2009

	· Certificate in Accounts (Intermediate Level) from Kenya National Examination Council, Rware College of Accounts
	2007

	· Certificate in Computer Packages, Kanyenyaini Secondary School (Department of Computer Studies)
	Apr 2006 – Apr 2007


COMPUTER SKILLS
· Proficient in MS Office applications.
PERSONAL INFORMATION
	Date of Birth: 23rd Aug, 1981
	Nationality: Kenyan
	Marital Status: Single


References available on request
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