CURRICULUM VITAE
NAME



: JOYCE
E-MAIL ADDRESS

:  245215@gulfjobseekers.com 
                                      CAREER OBJECTIVE
To be an astute learner and excel in my field through hard work, research, skills and perseverance and excel in an environment of growth and earn a job which provides me job satisfaction and self development and also helps me achieve both personal and organizational goals.
                                              PROFILE
 I am an effective communicator, able to prioritize issues, with excellent interpersonal skills. I am a team leader who can engage colleagues at all events.
                                     PERSONAL INFORMATION
DATE OF BIRTH


: 19th NOVEMBER 1987
GENDER



: FEMALE
MARITAL STATUS


: SINGLE
CITIZENSHIP


: KENYAN
LANGUAGES


: ENGLISH, KISWAHILI
RELIGION



: CHRISTIAN

EDUCATIONAL BACKGROUND
2009-2012                                            : BACHELORS IN BUSINESS MANAGEMENT                                           

                                                                AND INFORMATION TECHNOLOGY 

                                                                (Graduated with a Second Class Upper Honors)

AREA OF CONCENTRATION
 : INFORMATION TECHNOLOGY
2002-2005


               : Ordinary level of education                                                         

                                                                 Certificate of Secondary Education

                                                                  Attained a grade of B- 
1992-2001                    

 : Ordinary level of education
                                                               Certificate of Primary Education

                                                               Attained 376 points out of 500 points
June 2013-December 2013                   : Advanced level of Education
                                                                Certificate in CISCO CCNA I AND II

                                   WORK EXPERIENCE
April 2014- August 2015- POWER GOVERNORS LIMITED- OFFICE ADMINISTRATOR / I.C.T ASSISTANT.
Duties

·  Receiving walk in clients both new and existing 

· Answering calls and either directing them to the involved party in regards to the reason of the call or handling the situation if it is within my forte.

· Handling client and dealer complains and trying to get a solution to the problems

· Making calls to dealers and clients on new offers and price reductions on our products

· Booking of meetings for the sales team

· Maintenance of a database for all speed governors that is the new, faulty and replaced governors

· Writing of minutes during meetings

· Writing of replies to letters of inquiries, writing of sales letters, writing letters to adjust a claim and writing acceptance letters.

· Maintenance of databases for our tracking gadgets and clients

· Compilation of daily and weekly reports for our car track clients

· Attending meetings with clients to give them a clear explanation on our car track systems

· Preparing monthly sales reports

· Preparing monthly debtors reports

· Reconciliation of office stocks and sales every month

· Following up on debtors for ease of payments

· Preparing a daily work plan for the technicians in the office

· Handling of office petty cash and preparing a break down on usage of the petty cash
· Telemarketing-calling clients making them aware of our products

· Contributing and help in implementation of new market strategies 

· Sales- marketing our products physically to various companies

· Maintenance of office computers

· Programming of  speed governors

· Retrieval of data from installed speed governors
· Configuration of vehicles after speed governor installation
· Maintenance of database for both speed governor dealers and clients
· Repair of faulty speed governors

· Programming of car tracks systems

October 2011-December 2011 (Attachment) - KENYA INSTITUTE OF EDUCATION (KIE):  I.T SUPPORT STAFF 
Duties

· User support and training people on the usage of certain software and basic computer know-how

· Software maintenance involving installation of drivers, antivirus installation and maintenance, data backup and upgrade of software.

· Network installation and maintenance through changing of faulty network cables, sharing folders in the network, setting the required security and privileges, installing, configuring and sharing printers and scanners

· Updating the database on new and existing book for both primary and secondary curriculum
· Offer support and help to the staff on their daily duties 
December 2005-INTERNATIONAL WOMEN’S AIDS RUN (IWAR):  SALES PERSON
Duties
· Raise money to help those infected and affected by HIV/AIDS through sales of t-shirts

· Interacting with people on the streets and set up stands to make them aware of our existence 
· Giving out brochures with information about effects and affects of HIV/AIDS pandemic

PERSONAL ASSESMENT
· Good interpersonal skills and team player

· Can carry out tasks with minimum or no supervision
· Ease to understanding and solving problems
· Meet set deadlines
· Team player

· Proactive and adaptive to any working environment
CAREER GOALS
To be efficient, effective and relevant as an individual so as to make a positive impact and change in my environment.
HOBBIES
· Internet research
· Travelling
· Swimming
· Movie Watching

