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JOB OBJECTIVE 
· A position as a receptionist
HIGHLIGHT OF QUALIFICATIONS
· Outstanding customer service skills, diplomatic and patient with all types of individual

· Flexible, able and willing to learn new things

· Professional in appearance and strong work ethics

· Computer skills include ms office suite

· Programming C++

· QuickBooks

· Conversant with SAP and ERP

PERSONAL EVALUATION

Can work under minimal supervision and has the ability to integrate in terms of work towards the achievement of the organizational goals, Objectives Mission and common goal.
EDUCATION BACKGROUND

2009 - 2011: 
Diploma in Business Administration 
Regions Group College (KNEC) 
P.O BOX 5705, ELDORET.
GRADE (PASS)

CAREER OBJECTIVES
To work hard and use my technical skills and to use the available resources to yield optimum and desired products (Services to the development of the society)
WORK EXPERIENCE
2014: TO DATE: Cashier/customer care wrap it restaurant (Business trading company)

                        P.O BOX 4505 DOHA, QATAR

DUTIES AND RESPONSIBILITIES

· Maintain periodic transaction reports

· Open and close tills

· Maintain knowledge of store inventory and sales activities
· Train other staff workers to work as cashiers

· Resolve customer complaints in a proactive manner

· Ensure management of daily cash account
· Making and receiving calls from the client
2013-: 2014: customer service officer (FMCG DEPARTMENT)
                     Sunda international company (Kenya branch)

                    P.O BOX 6780-00300, NAIROBI, KENYA
DUTIES AND RESPONSIBILITIES

· Answering and solving customer questions and problems about the products
· Opening customer accounts by recording account information

· Maintaining customer records by updating account information

· Maintain financial accounts by processing customer adjustments
· Recommending potential products and services to management by collecting customer information and analyzing customer needs

· Prepare products and service reports on a weekly basis
2010-:
 2012: Assistant administrator /hr officer
                      Kingspan Interiors and Renovators
Responsibilities
· Provide day to day administration support

· Prepare a variety of high quality, written agreements, memos, letters and other   documents
· Arrange for meetings and conferences, including preparing agendas and minutes

· Managing document control system

· Managing office stationary and ensuring availability at all times.

· Providing assistance to hr manager

· Arranging job advertisement

· Preparing end of service benefits calculation, salary suggestion for new joiners and employment salary letters

KNOWLEDGE, SKILLS AND ATTRIBUTES

Knowledge


Knowledge of office administration and book keeping

Ability to maintain a high level of accuracy and confidentiality concerning financial and 


Employee file
Skills
· Excellent interpersonal skills

· Team building skills

· Analytical and problem solving skills

· Decision making skills

· Effective verbal and listening communication skills

· Effective written communication skills
· Time management skills.
Personal Attributes
· Honest and trustworthy

· Flexible

· Sound work ethics
PROFESSIONAL QUALIFICATION

2009 -2010:  
Certificate in Computer Application

Eldoret Splendid College - ELDORET
Grade: Credit

2009 -2010 - 
Certificate in Accounting Packages

Eldoret Splendid College - ELDORET
Grade: Credit

2011 DEC      Certificate in programming C++
                        Rift valley institute of business and Accountancy
                      Grade: Credit
OTHER QUALIFICATIONS
Awarded a certificate as the best overall new fmcg customer care officer of the year in sunda international group of companies in 2013
HOBBIES

· Swimming

· Socialization

· Learning other Cultures
