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CAREEROBJECTIVE

Hard working and dedicated worker with the ability to work in a pressurized work environment and effectively prioritize job responsibilities. I possess excellent planning, organizing business coordination, problem solving and experience a rewarding career, applying both my theoretical and practical learning process, into real learning experience.



SKILLS 
· Knowledge of records management procedures. 

· Knowledge of assigned program activities guidelines and processes 

· Ability to operate various work-processing software, spreadsheets, and database programs. 

· Maintain confidentiality. 

· Interact and maintain good working relationships with individuals of varying social and cultural backgrounds. 

· Communicate efficiently and effectively both verbally and in writing. 

· Carry out multiple tasks and meet deadlines. 

· Follow instructions furnished in verbal or written format. 

· Detail oriented and possess skill in ten-key by touch. 



WORK EXPERIENCE

· HOTEL CITYMAX: 5TH FEBRUARY 2014 –MARCH 2015

Position: Receptionist/Administration Assistant

Duties and Responsibilities

· Receive, direct and relay telephone messages and fax messages

· Direct the  Members and the general public to the appropriate staff member

· Pick up and deliver the mail

· Open and date stamp all general correspondence

· Maintain the general filing system and file all correspondence

· Assist in the planning and preparation of meetings, conferences and conference telephone calls

· Make preparations for Council and committee meetings

· Maintain an adequate inventory of office supplies

· Respond to public inquiries

· Provide word-processing and secretarial support
· Develop and maintain a current and accurate filing system

· HIGHWAY COMMUNICATIONS LIMITED: OCTOBER 2011-JANUARY 2014

Position:Admin Assistant/Receptionist
Duties and Responsibilities: 

· Keeps track of received data and source documents. 

· Prepares and sorts source documents, and identifies and interprets data to be entered. 

· Contacts preparers of source documents to resolve questions, inconsistencies, or missing data. 

· Confirms accuracy of data such as course numbers, days, dates, times, locations, and instructors. 

· Compares data entered with source documents, or reenters data in verification format on screen to detect errors. 

· Reviews and makes necessary corrections to information entered. 

· Compiles, sorts, and verifies accuracy of data to be entered. 

· Processes various forms. 

· Assists in establishing and maintaining an effective and efficient records management system. 

· Generates reports and responds to inquiries regarding entered data as requested. 

· Contributes to a team effort and accomplishes related results as required. 

· Maintains confidential information 

· Performs general clerical duties such as typing, answering phones, etc. 

· Perform other job related duties as assigned. 

EDUCATION BACKGROUND
· March2010 – March2011
NAIROBI INSTITUTE OF BUSINESS STUDIES
· Diploma in front office operations and 

· Diploma in customer services operations 

· 5TH Apr-2011-3th June 2011 :GEOMAX TRAINING INSTITUTE NAIROBI

· Telephone operations 

· Jan 2009-Apr 2009-
GEOMAXS TRAINING INSTITUTE NAIROBI
· Introduction to computers and operating systems: A

· MS-word
: B

· MS-excel
: B

· MS Access
: A

· MS-power point
: A

· Information network and the internet

· Feb 2004-Nov 2008

KIRANJA HIGH SCHOOL

· Kenya certificate of secondary education (KCSE) 

· Sept 1995-Nov 2003-
RIVERBANK PREPARATORY SCHOOL

· Kenya certificate of primary education (KCPE) 



HOBBIES

· Social networking

· Traveling

· Singing

· Readinginspirationalbooks
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