CURRICULUM VITAE
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 E-Mail:                                  willie.25822@2freemail.com 
ERSONAL DATA:

SEX:                                        MALE
BIRTH:                                    SEPTEMBER 1966
NATIONALITY:                     KENYAN

STATUS                                 VISITING VISA
MARITAL STATUS:               MARRIED
LANGUAGE:                          KIKUYU,ENGLISH,KISWAHILI
PROFESSION:                        Bachelor of Science (WST)

OBJECTIVE
To obtain a position in a local or international organization where I will utilize and gain more skills and experience in my career as well as diversify in my field of experience

COMPUTER LITERATE:

I have undergone the following computer courses and used them in the organisation I work for:Microsoft Excel with KPMG Training centre; Microsoft Windows with KPMG Training Centre;UNIX operating computer systems; Microsoft power - point, Microsoft word,Advaced microsoft excel still with KPMG Training Centre.

EDUCATION Background

Bachelor of Science degree   (2nd Class honours, Moi University, Kenya

1987/88-1989/90 -Moi University, Kenya
   Three (3) years of undergraduate studies taking full courses in Bachelor of Science in Wood Science and Technology at the end of which I obtained a Bachelor of Science degree in  Science and Technology 2nd class honours.

1985-1986   :NYERI HIGH SCHOOL
Two years of advanced secondary education in Kenya’s education system at the end of which I passed KACE with:

0   Mathematics

0   Chemistry

0   Biology

1981 -1984:THIKA HIGH SCHOOL
Four years of ordinary secondary education in Kenya’s education system at the end of which I passed with division one (1) of 16 points


PROFESSION EXPERIENCE:

2001 TO DATE

Contracted by KIAMBU WATER AND SEWERAGE  company limited in overseeing the cleaning and maintenance of the reticulation systems within the municipality,with duties as

0 weekly updates with the management and environmental council

0 supervision of cleaning staff ,truck drivers, mechanics

0 preparation of duty roosters

0 liasing with other related agencies

Dec 1996 - 2001: XEROX-KENYA 
This is an international document company .

I was working as a Contract Control Billing Officer.

My duties include:

0 Timely and accurate production of contract /billing management reports

0 Ensuring prompt and accurate processing of orders via computer system (vale)

0 Ensure contracts are promptly and accurately processed via the computer system (vale)

0 Update of order intake and installations report monthly

0 Daily processing of all supplies 

0 Monthly invoicing of contracts

0 Accurate processing of any billable situations

0 Monthly revenue reporting

0 Prompt resolution of all contract /billing related queries

0 Accurate computation of sales and copy bureau commission statements for payments

March 1993 -Dec 1996:RANK XEROX
I was working as the contract control officer 


My duties include:

0  Timely processing of all new contracts and contracts changes

0   Ensuring contract master file and contract status are up to date

0   Ensuring  correct contract price plans together with monthly and annual billings

0  Timely and accurate production of management reports on all contracts and machine movements

0  Timely and accurate computation of sales commissions in line with the company policy

0  Timely resolutions of contract control related customers queries

0   Other special assignments by management i.e. Computer implementation

I am reporting to the customer administration manager 

1991-1993 -RANK XEROX
I worked with Xerox as a Cash Allocation Officer. The jobs purpose was to ensure daily cash allocation and to be able to produce debtors reports timely to meet the company’s set deadlines;a dimension of debtor's ledger with 1500 accounts per month.

Duties include.

0  Ensure maintenance of accurate customers accounts

0  Ensure daily cash application and input data promptly in the computer systems (UNIX)

0  E nsure timely production of customers statements and debtors report

0 To update and reconcile debtors register to the systems debtors ledgers

0  Prompt resolution of customers query

0  Provide a daily reconciliation of debtors receipts with banking

               SPECIAL TRAINING
1. I attended a para-military training course for three months at National Youth Service Centre in Kenya

2.Have attended the Xerox international training on Customer Satisfaction Customer first;Leadership through quality and Customer care. Also attended an in house training in Xerox on UNIX  Computer package
3.Have attended a course in time management at the British Council Teaching Centre in Nairobi Kenya

Referees on request
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