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OBJECTIVE
 SHAPE  \* MERGEFORMAT 



Dedicated, proactive professional with extensive experience in business development officer, accounting, sales and marketing is seeking full-time employment as a sales representative within an environment that promotes professional growth.
AREAS OFEXPERTISE 
· Online marketing
· Cashiering
· Telemarketing
· Consultative Sales
· Sales Reports & Correspondence
· Inventory Management
· Excellent  communication skills in English 
· customer service
· Complaint resolution 
· Business retention
· Solution selling techniques 
· Performance marketing 
KEY SKILLS AND COMPETENCIES
 SHAPE  \* MERGEFORMAT 



Sales
· Comprehensive knowledge of sales techniques and best business practice.
· Able to work in fast paced environment.
· Maintaining high visibility and energy levels on the shop floor. 
· Extensive sales software knowledge. 
· Ability to sit, stand and walk around for long periods of time. 
· Computer proficiency in Microsoft Word, Excel and Outlook. 
Personal
· Enthusiastic attitude in person and over the telephone.
· Ability to interact effectively at all levels of an organization.
· Can easily make connections with various kinds of people. 
· Displaying a professional and unbiased manner at all times.
· Can bend, twist, and stand to perform job functions. 
· Able to adapt to the immediate or unforeseen challenges. 
· Detail orientated and consistently accurate. 
· Can quickly learn new processes 
PROFESSIONAL EXPERIENCE 
 SHAPE  \* MERGEFORMAT 



February 2013- to March 2015- KENYA WOMEN MICROFINANCE BANK
February 2013- March 2014 DIANI BRANCH SOUTHCOAST MOMBASA KENYA
 March 2014 - March 2015   KITENGELA NAIROBI KENYA  
TITLE-BUSIESSDEVELOPMENTOFFICER 
June2011-August2012SMALLANDMICROENTERPRISEPROGRAMMEBANK

Title:
Intern
May 2011 PROVINCIAL HEADQUARTERS  NAKURU
Title: Accounting Intern
Duties: 
· Recruiting, registering and training of new clients.
· Opening accounts for new clients. 
· Recovery of loans due and monthly savings from individual and group clients
· Assessment of assets , approve then process the loans for the clients
· Marketing of new and old products to the clients
· Deposit mobilization
· Customer care services. 
· Ensuring compliance with the bank policies and procedures
· Preparing, maintaining and reconciling of clients loans savings accounts
· Ensuring proper record keeping and efficient & effective filing system
· Use of accounting system T24.
· Handling ATM - Cash loading, daily monitoring and reconciliation
· Did posting of paid vouchers and receipts in the relevant cashbooks, cashbook overview, and writing of cash analysis books as well as balancing the cash book at the end of the day.
· Entered voucher data in relevant computerized vote books and also reversed data for correction in cases where there was a fault entry.
· I examined payment voucher for claims, refunds for expenses, reimbursement of standing interest as well as examination of receipt vouchers to ensure compliance, right recording and coding.
· Received payment vouchers for claims, and reimbursement of standing Interest. I also prepared F.O.22 which is a claim for travel and subsistence allowance. 
· Bank reconciliations of the cashbook and the bank statements as well as reconciliation of interest register and cashiers holdings and ledger maintenance
EDUCATION BACKGROUND
 SHAPE  \* MERGEFORMAT 



      May 2009- April2012:           KABARAK UNIVERSITY
                Bachelor of Commerce-Finance Option 
         2004- 2007:                    MICHINDA HIGH SCHOOL
         1996-2003:                     HARAMBEE KHALSA PRI SCHOOL
PROFESSIONAL TRAINING
· Certificate in computer packages
· Guidance and counseling
· Financial education  by USAID
· English and Swahili
· Microsoft office
· Internet surfing 
EXTRA ACTIVITIES
 SHAPE  \* MERGEFORMAT 



· Travelling
· Swimming
· Socializing
REFERENCE
 SHAPE  \* MERGEFORMAT 



Will be available upon request
