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CURRICULUM VITAE
Name: Josephine 



Email: Josephine.211075@2freemail.com 

Personal profile

I am a determined, disciplined, self-motivated & enthusiastic person with extensive learning, 

natural leadership skills that are based in my sheer integrity and the ability to communicate and 

interact effectively with people at all levels and a risk taker. I am currently dedicated to 

furthering my career within the complements my skills, interest and abilities. I look forward to 

making a positive impact in your organization.

Objectives

To work in an environment where my capabilities, professional and academic knowledge and 

relevant experience can be utilized for maximum output. Achieve set objective of my own and 

those of the institution. I like to work in an atmosphere where my superiors appreciate my work 

and I shall be appropriately rewarded.

Skills & Knowledge


Dealing with clients at all level, can work under pressure and offer quality service to the customer. Am always eager to learn new things as I tend to be hardworking and goal oriented. I offer great and substantial customer relation services. I am a good team player, co-operative and very efficient at work.

Work Experience: Wide Aspect Production
Marketing Executive June 2013-Feb 2014
Responsibilities
· Arranging the effective distribution of marketing materials
· Managing the companies budgets
· Monitoring competitor activity
· Liaising and networking with a range of customers,suppliers and partner organizations
· Conducting market research, and customer questionnaires.
· Contributing to, and developing, marketing plans and strategies;
· Managing the production of marketing materials, including leaflets, posters, flyers, newsletters, e-newsletters and DVDs
Golden Grains Foodstuff Trading LCC (Dubai)
Sales Executive (African Markets 2013 April-May (Part Time)
Responsibilities

· Ensuring that all customers get quality service

· Marketing the company and registering new customers with the company

· Handling customer calls and ensuring their products are delivered

· Handling enquires and ensuring that they are solved and well looked at.

· Consistently deliver quality service to our customers to achieve total customer satisfaction.
· Ensure products are of great quality and state before being delivered to customers

· Answer participant questions, as well as question participants to obtain full understanding of what information is being requested
Family Bank OF Kenya November 2010- January 2013
Customer Service
Responsibilities

· Ability to understand customers’ needs and provide appropriate solution and attention
· Deliver personalised service over the telephone to customers on various banking products, accounts, and services enquiries in an effective and efficient manner.
· Consistently deliver quality service to our customers to achieve total customer satisfaction.
· Assisting customers with their enquiries, and re-direct problems when appropriate.

· Provide quality customer service on every call.

· Recognizing and managing assertive customer calls.

· Answer participant questions, as well as question participants to obtain full understanding of what information is being requested
KENYA COMMERCIAL BANK. August 2009- October 2010

Collection Officer (Credit Cards)

Responsibilities

· Handle number of calls/contact (as per department set targets) & follow-up on customer’s commitment to pay
· Meets Targets set on flow and delinquency rates.
· To follow up and collect on all overdue, delinquent (over credit limit cards) customers.

· Prepare daily / weekly progress report (daily performance tracker)

· Act on Collection Reports initiated by Supervisor after his review and comments.

· Identify un-contactable/skip customers and redirect these for filed visits.
· Send collection standard letters /SMS/Emails to un-contactable customers.
THE INSYDER MAGAZINE. June 2008- August 2008

Marketer

Responsibilities

· Marketing about the magazine

· Visiting institutions in order to market the magazine

· Doing sales promotions

· Offering quality customer service

EDUCATION BACKGROUND

Air Travel & Related Studies Centre. Jan 2011 – Dec 2012.
International Diploma in International Relations (ICM)
· Diploma certificate in Public Relation
· Diploma certificate in International Law
· Diploma certificate in Customer Service

· Diploma Certificate in political science
Presbyterian University of East Africa. Sep 2008 – April 2010
Diploma in Hotel & Tourism Management

· Certificate in Chairlady in sports & Entertainment

· Certificate in Vice secretary Of the Student Council

· Certificate In Preparing of Student Government Constitution

Presbyterian  Emmanuel Computer College. Jan 2008 – May 2008

· Certificate or Proficiency in Computer Applications

· Completed MS Word, MS Excel, MS Access and MS PowerPoint Packages
Hobbies
 Swimming, playing darts, Visiting Wildlife sites, watching television, socializing

Referees: Upon request
Expected Salary: – 3000 AED – 5000 AED

Nationality:	Kenyan


Marital Status:	Single


Visa Status;	Visit Visa


Language:	English, Swahili,French











