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	OBJECTIVE & GOAL

· To use my diverse skills and experience and advanced technical knowledge to develop innovative solutions and exceed unit goals by optimizing systems/ procedural efficiency.

· To use my Project Management and Process Re-engineering skills and experience to implement new projects and enhance existing processes and procedures

· To obtain a position that will enable me to use my strong organizational skills, educational background, and ability to work well with people.

	PERSONAL ATTRIBUTES

· Excellent Written, Oral Communication and Inter-personal Skills

· Outstanding Management and Administration, Analytical and Presentation Skills

· Ability to work on own initiative and in a team

· Ability to apply theoretical and practical knowledge in any ICT professional operation uses.

· Flexible approach towards working hours.



	EDUCATION BACKGROUND

· University of Greenwich- UK - June 2010

· B.Sc. in Business and Information Technology (BBIT)

· Institute of Advanced Technology – June 2008

· International Advanced Diploma in Computer Studies

· Institute of Advanced Technology – June 2007

· International Diploma in Computer Studies

· Institute of Advanced Technology – April 2005

· Certificate in International Computer  Driving License (ICDL)

· Computer Training Center – June 2001

· Certificate in Information Technology and Programming 

	Ngara Girls High School

Kenya Certificate of Secondary Education (K.C.S.E.) 


	WORK EXPERIENCE

Operating Consultant

June 2011 - Present

Duties and Responsibilities Included:
· Responsible for carrying out research and data collection to understand the Organization
· Responsible for conducting analysis
· Responsible for interviewing client's employees, management team and other stakeholders
· Responsible for the development, implementation, and accomplishment of the consultation services work plan of the corporation as approved by the Director
· Responsible for providing information, advice, and counsel to the Director in the creation of  programs, and strategic direction of consulting services

· Responsible for administration of overall operation of the consulting services, including: reviewing and evaluating the results of consulting activities and developing organizational and administrative policies and program objectives for Director’s approval.

· Responsible for running focus groups and facilitating workshops;

· Responsible for preparing business proposals/presentations.
KENCALL –Call Center Agent (Telkom/Orange )
Aug 2008- June 2009
Reporting to Team Leader

Duties and responsibilities Included:
· Answering inbound calls as well as assisting customers who have specific inquiries
· Building customer’s interest in the service and products offered by the company

· Providing personalized customer service of the highest level

· Updating the existing databases with changes and the status of each customer/ prospective customer
TEXT BOOK CENTRE LIMITED (SARIT CENTRE) – Junior Operations  Officer /Customer Care Representative / Cashier
Feb 2002 – June 2006

Reporting to Manager
Duties and Responsibilities Included:
· Receiving, processing and verifying the accuracy of orders from customers utilizing the organization’s internal CRM/mainframe systems and customer purchase orders.

· Initiating required action for response to customer service requests for order changes,        including the maintenance of order/customer information files and communicates changes to the appropriate personnel/departments.

· Ensuring and providing quality service to both internal and external customers.

· Receiving inquiries from and/or contacts the organization’s branch offices to resolve a variety of order-related issues.

· Accessing the company’s internal systems to obtain and extract order information and provide customer service management with the data for inclusion in various scheduled and special reports
· Directing new employee training to improve efficiency as well as ensure conformance with standard procedures practices
· Performing assigned system maintenance to various electronic order files.

· Participating and providing expertise as a member of the customer service’s departmental team. The team's objectives are develop and recommend changes to existing methods and systems to increase the accuracy, efficiency and responsiveness of the customer service department as a whole.



	Extracurricular Activities

· Drama Club Member
· Volunteer every year for the Standard Chartered Marathon ( an initiative to help raise funds for children who urgently need eye surgery)
· Leadership Experience (Acted as head cashier at Text Book Centre Limited)


	Hobbies & Interests

Swimming, Traveling, Reading Novels ,Watching movies and attending plays,

Listening to music and Cooking




