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PERSONAL INFORMATION

Age                : 27 years

Sex                 : Female

Visa Status   : Visit

Driving License (Kenya)

Interests and Hobbies           
*  Travelling

*  Socialization 

*  Current Affairs

*  Reading  Newspapers  & 

    Journals
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PROFILE

I am a well-rounded individual with strong interpersonal and diplomacy skills, excellent customer service and built to thrive when working as a team member or leader. Apart from being innovative and creative, I am also hardworking, outgoing, able to focus on project(s), adaptable to new environment(s) and a go-getter who can work under minimum supervision with maximum results. Being a communication and customer service professional, my main objective is to contribute in the continued success of your organization by applying my academic and professional skills & knowledge competently to my assigned duties thereby adding value. This will in turn assist the organization retain its customers, acquire  new ones effectively enhancing steady revenue growth.
LANGUAGE  SKILLS

· English   :  Fluent 

· Swahili   :  Fluent

· German : Intermediate

WORK EXPERIENCE 

Executive Assistant/ Public Relations Officer & Office Administrator;

 group of Schools, Kenya; August 2013 to August 2014 

Duties and Responsibilities:

· Handling correspondence from Internal & External communication

· Issuing memos, newsletters, emails to staff & service providers, contributing and editing in-house journal

· Handling petty cash, receiving & banking cheques, monitoring utilities consumption, maintaining office supplies inventory by taking stock, anticipating needed supplies, evaluating new office products, placing and expediting orders for supplies & verifying receipt of supplies

· Media Monitoring, Maintaining relationships, Networking, Executive Customer Care

· Assisting Human Resource department by updating employee records and ensuring payroll data is accurate

· Maintaining executive's appointment schedule by planning and scheduling meetings, conferences, teleconferences and conserving time by informing executive of progress in operations via daily & weekly reports

Writer, Public Relations & Administration Assistant;

Carole Mandi Media, East Africa;  January 2010 to June 2013  

Duties and Responsibilities:
·  Daily correspondence, managing all forms of  internal & external communication i.e. phone calls, emails, memos, faxes, press kit, media tools on behalf of the media house

· Writing for and editing four leading magazine brands in East Africa namely: True Love Magazine, Drum Magazine, Home & Living Magazine, Parents Magazine. Occasionally contributing to Kenya's leading Newspaper ' The Daily Nation'

· Organizing ,planning and supervising magazine shoots, events for networking and showcasing, Interacting  with and receiving visitors & customer's , ensuring their comfort to uphold standards of the organization

· Assisting the marketing department with marketing strategies to place and position the products for good sales

· Maintaining and updating filing records and other systems to keep them in order and consistent. Organizing daily itinerary and workload with little to no supervision from the magazine Publisher or Head Editor
Communication & Guest Relations Manager;

Lukenya Motor Cross Springs & Holiday Homes; Kenyan Resort Feb 2006-Aug 2009;                 
Duties and Responsibilities:

· Design and put together branding & marketing tools for promoting the resort including; Brochures, Pens, Umbrellas, T-shirts’ and Caps 

· Supervise and ensure the resorts hospitality is at its best, by upholding clean and healthy standards

· Coordinating communication between management and support staff for maximum results of delegated duties, Leading support staff by issuing duty roasters

· Keep & maintain confidential files such as Human Resource Information and Payroll files

· Draft memos, letters, reports, take minutes of meetings, screen phone calls, enquiries, requests and any other routine correspondence

· Ensure appropriate functioning of all office related equipment and other facilities in the department

· Coordinate travel arrangements and booking of flights for the guests, scheduling meetings as and when required, including the preparation of any documents required for the meetings and board of directors

· Customer service and guest interaction, facilitating communication and responding to customer's complaints
Education and Professional Qualification:

· Bachelor of Arts, Mass Communication and Public Relations (second class honors, upper division) St. Paul’s University Nairobi, January 2010- October 2013

· Diploma in Business & ICT (Information, Communication, technology) Institute of Advanced Technology, September 2007-August 2009

· International Computer Driving License, Institute of Advanced Technology 2006

· Kenya Certificate of Secondary Education, Apostolic Carmel Girls Secondary School, 2002-2005
· Kenya Certificate of Primary Education, Aga Khan Primary School, 1994-2001
Key Professional Skills and Competencies:

· Experience with communications, publications and marketing 

· More than two years of experience in a communication's role

· Exceptional skills in writing, public speaking and communication

· Knowledge and interest in developing and maintain web and social sites

· Ability to work in a consultative and collaborative manner with a multi-cultural team

· Able to develop, nurture and manage positive working relationships with all staff and clients

· Able to simultaneously manage a wide range of projects 

· Ability to handle sensitive information and maintain stellar public relations services 

  Technology:
· Proficiency in Computer Applications namely; Ms Office Suite, Internet and Outlook
Referees Available on request.


