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            Graphic Designer, Web Developer and Management Professional
Personal Details:
Date of Birth: 15-12-1988

Nationality: Tanzanian
Place of the birth: (Dubai) United Arab Emirates 

Visa Status: Husband sponsored.

Languages: English, Swahili.

EDUCATION:     
· Jun 2010 to Jan 2011 Accounting Tally Course ‘DataStar College
· 2009 to 2010 Professional Graphic Design ‘Zanzibits College’
· 2004 to 2008- GCSE O levels ‘Usangu Secondary School’ 

· 1996 to 2002- Primary Education ‘Sun-city Primary School’
Administration at   Mohammed Enterprises (METL)

January 2010 till December 2010

Main tasks included:

· Preparing complete logistics reports for all vehicles.

· Data Entry and data compilation

· Operating U-track system software to track vehicles. 
Graphic Design Teacher at Zanzibits College
Feb 2010 till March 2011
My job description was junior associate teacher. I was responsible for a class of 20 students and I taught the following courses:

· Ms Word

· Ms Excel

· Ms Power Point

· HTML

· Graphic designer

· Adobe Photoshop
· Cashier at Haitham Bureau De Change

· October 2011 till March 2012
· I was responsible for currency exchange, cash collection and general associated work
Customer Service Representative: at   Aone Products & Bottlers (METL)
From Year 2011 until 2012

Job Descriptions
· Take telephone calls from different sources

· Provide information to callers on important features of the products

· Record calls for quality maintenance purposes

· Route emergency calls in a speedy manner & make annoucements

· Take written message and route in an appropriate manner

· Proficient in providing information and sell items over the phone services to clients

· Well versed in identifying customer needs and able to offer a solution quickly

· Expert in using the company’s database software for data entry purposes

· Making complain & product related issues cases on CRM company software

· Monthly Call Tracking report in Excel

WORKING EXPERIENCE: Administration at   Aone Products & Bottlers (METL)
        Year 2012 until 2013
Main tasks included:

· Preparing complete logistics reports for all vehicles.

· Data Entry and data compilation

· Operating U-track system software to track vehicles.

· Prepare quotation

· Prepare GRN & invoice to customers.
· Meeting and greeting clients and visitors to the office.

· Typing documents and distributing memos.

· Supervising the work of office juniors and assigning work for them.

· Handling incoming / outgoing calls, correspondence and filing.

· Faxing, printing, photocopying, filing and scanning.

· Organizing business travel, itineraries, and accommodation for managers.

· Monitoring inventory, office stock and ordering supplies as necessary.

· Updating & maintain the holiday, absence and training records of staff.

· Responsible for purchase orders.

· Raising of purchase orders and invoice tracking. 

· Creating and modifying documents using Microsoft Office. 

· Setting up and coordinating meetings and conferences. 

· Involvement in social media implementation.

· Updating, processing and filing of all documents.

Professional Skills: 

· Excellent customer service skills. 

· Excellent interpersonal and communication skills. 

· Enjoy rapport building and customer interaction. 

· Professionalism and confident. 

· Extensive marketing, administrative, public & guest relation 

· Target driven and self-motivated. 

· Strong persuasive skills. 

· Able to work in a highly dynamic environment and able to multi-task. 

· Willing to take up challenges in a competitive environment
· Credibility to build & manage effective relationships at all levels & across cultures.

· Hardworking, reliable & self-confident
