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CUSTOMER SERVICE
                     Theresia
Theresia.171671@2freemail.com 

EXECUTIVE PROFILE
Reliable, well organized with high integrity. Attentive to details and able to learn new systems fast, perform well under pressure, self-motivated as well as a team player to contribute effectively to an organization success and growth through application of my skills and capabilities intellectually. Possess strong competence in carrying out multiple tasks simultaneously and maintain strict confidentiality in company records. I am competent in decision making, time management as well as communication and interpersonal skills.
PROFESSIONAL EXPERIENCE
March 2009-Feb 2010           FARAM .EAST  AFRICA  LIMITED
Receptionist /customer service - 

· Responsible for managing and directing front office. Welcomed visitors and attended to their requests.

· Provided support to professional sales associates and trainers by scheduling training calendar.

· Managed appointment calendars, scheduled meetings and conferences and coordinated meeting arrangements.

· Received, screened and transferred all calls to respective departments.

· Set up and maintained filing and record retention. Created databases of client's information. 

· Supported General Manager using variety of software packages such as word processing, spread sheets and MS Outlook to produce and distribute letters, memoranda and reports.

· Sent invoices and followed up for payments as well as done various other duties as assigned.

· Helped in implementation and purchase of stationeries as well as miscellaneous items.

· Maintained customer care and products knowledge
March – Dec 2010                FARAM .EAST  AFRICA  LIMITED
Medical Sales executive
· Product marketing, Sales and site evaluations .

· Handling retail orders and customer queries
· Installations and user training of medical equipment.
· Service contract ,maintenace schedule preparations and tender participation.
· Helping Organize and attending exhibitions and workshops on medical pre as well as post analytical equipment use 

· Customers follow –up and rapport creation.

  Jan 2008-Feb 2009

BIOTEC LABORATORIES  (K) LIMITED  
  Medical Sales executive
· Office organisation and management of the Sales department
· Handling retail orders and customer queries

· Market research and selling of equipment, reagents and Rapid laboratory kits
· Helping Organize and attending exhibitions and workshops on medical pre as well as post analytical equipment use in this advancing technology
                       OTHER WORK  EXPOSURE

    Current         EMIRATES LEISURE RETAIL
     Barista Maestro

· Training the new joiners and baristas on the store operations as per my job description.
· Performing the duties as a store in-charge in absence of the supervisor.
· Direct service to the customers.

· Conduct weekly audits to evaluate the perfomance of the staff on the daily store operations.
Jan-March 2006:
MBAGATHI DISTRICT HOSPITAL NAIROBI
· Medical Laboratory intern in routine and dedicated lines eg. H.I.V Monitoring and T.B Dept.
Feb-Dec 2004 
MATUU MISSION HEALTH CENTRE
· Assistant Laboratory Technician.
SEPT-Oct  2002
UNIVERSITY OF NAIROBI OBS/GYN DEPT
· Medical Laboratory student in routine and dedicated line e.g Reproductive Health and diagnosis
EDUCATION/TECHNICAL TRAINING
Jan 2005-Nov 2007:
MOUNT KENYA UNIVERSITY
Diploma in Medical Lab Technology

Technical Mathematics, medical Microbiology, Histology, Clinical Chemistry, Heamatology, Immunology, Parasitology and Trade and Enterprenual projects
Sept 2001-July 2003:
NAIROBI TECHNICAL TRAINING INSTITUTE
Certificate in Medical Lab Technology
Technical Mathematics, medical Microbiology, Histology, Clinical Chemistry, Heamatology, Immunology, Parasitology and Trade and Enterprenual projects
Jan 2001-Aug 2001
KIM’S COMPUTER COLLEGE
Microsoft office (word, Excel, power point, Access) and internet applications.
Jan 1997-Nov 2000
MBOONI GIRLS HIGH SCHOOL
Kenya Certicicate of secondary Education (K.C.S.E) C
Jan 1989- Nov 1996
MATUU PRIMARY SCHOOL
Kenya Certificate of Primary Education (K.C.P.E.) B
ACHIEVEMENTS, INTERESTS AND HOBBIES

Attained a trophie in pre-analytical heamatology procedure with Becton Dickinson

Awarded with a certificate for HIV/AIDS ARV administration and control
Advancing in technology know-how
Reading, travelling, dancing and swimming.
REFEREES

Upon request
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