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URRICULUM VITAE
VISA STATUS
 : 
Visit
GENDER 

 :
Female

MARITAL STATUS
 : 
Single

CAREER OBJECTIVE

I aspire to provide high standard professional service guided by integrity and competence in a leading organization while fostering an achievement culture within the organization.

EDUCATIONAL BACKGROUND
June – July 2015:Sama School
Attained Certificate in Life skills, Digital Literacy and Web 
Research
Jan – Feb 2013:      S.O.S Computer Training College
Attained Certificate in Entrepreneurship, ICT and Life Skills
Feb – May 2013:S.O.S Computer Training College


Attained Certificate in Microsoft Office Professional
2011 – 2013:        Nairobi Institute of Business Studies

Attained Diploma in Front Office Operations

2007 – 2010:
Huruma Girls High School



Kenya Certificate of Secondary Education
WORK EXPERIENCE

Sept  2015:                Worked as a Data Capture Agent at Samasource Delivery Centre Kenya
Duties & Responsibilities
Capturing all the data required from internet research to client platform as well

                                           as content curation.
Jan – Aug 2015:         Worked as a Receptionist at the Weston Hotel Nairobi

Duties & Responsibilities
Welcoming visitors, determine nature of business and directing them to suitable
employees.
 Answer incoming telephone calls and referring inquiries

                                           Receive, sort, and route mail

                                           Monitor visitor access and issues passes

                                           Making copies, scanning, sending and receiving fax

2013-2014:
Worked as a Customer Care agent at Geodev (K) Ltd
Duties & Responsibilities
Answering phone calls 

                          Register & Maintain customer accounts

                          Filing documents & paperwork

                          Assisting in sales of products

                          Handling problems

                          Ordering file supplies

March-April 2012:Worked at Kaskazi Networks as a brand ambassador and promotion of 
 their products.
Nov 2011             :Worked at Hot Media Business Consultants as a customer care agent
Skills
Strong verbal and written communication skills in English and Kiswahili
Able to multi-task, prioritize and flexible with changing business requirements
                                  Referees Upon Request

