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CV NO: 1515582

Career Objective:

Actively seeking for a position where I can optimize my problem solving skills, strong multitasking and organization skills to contribute to increased customer satisfaction providing a world class service with every interaction.

Educational Qualification:
2010- 2012
           
Kenya Methodist University

Bachelor of Business Administration (Marketing)

2007 – 2010        
 Kenya institute of management


            Higher Diploma in Business Management
2012 – 2013

Blanes Secretarial College

· Computer Skills

· Ms-Dos/Window 2000/XP

· Microsoft Word

· Microsoft Access 

· Microsoft Excel

· Microsoft Power Point

2003 – 2006

A.I.C Sombe Secondary School



 Kenya Certificate of Secondary Education
Working Experience
Fist Community Bank Aug 2013 – July  2015

Position: Customer Service Representative

Responsibilities:

· Personal demonstration and explanation of product, and general satisfaction guarantees.
· Handle transaction and customer queries.
· Decipher customer needs and offer the best solution based on proper company policies
· Dealing with people tactfully and sensitively
· Analyze problem and providing solution.

· Planning work to meet deadlines.

·    Cultivate good relationships with valued customers through data-base.

MR. Price Fashion Boutique Nairobi, Kenya. Feb 2011 – Oct 2012
Position: Cashier/Sales Associate
Responsibilities:
· Receive payment by cash, check, credit cards, vouchers, or automatic debits.

· Greet customers entering establishment. 

· Issue receipts, refunds, credits, or change due to customers.

· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.

· Establish or identify prices of goods, services or admission, and tabulate bills using calculators, cash registers, or optical price scanners and Till Machines.

· Answer customers' questions, and provide information on procedures or policies.

· Keep periodic balance sheets of amounts and numbers of transactions.

· Monitor checkout stations to ensure that they have adequate cash available and that they are staffed appropriately.

· Offer customers carry-out service at the completion of transactions.

· Maintain a neat organized and well stocked merchandise area.

· Ensure merchandise is properly ticketed and attractively displayed.
· Responsible for accuracy of sales bill completion.
· Suggesting Store manager which product is best-selling from the store so that he can corporate to distribution and buying department.

Independent Electro And Boundaries Commission. Nov 2012 – Jan 2013
Position: IEBC Clerk

Responsibilities
· Registration and inspection clerk.
· Registration of voters
· Deputy presiding officer.
Personal Details:
Date of Birth

:
9th Oct 1987
Nationality

:
Kenyan

Gender 

:
Female
Marital Status

:
Married
Religion

:
Muslim

Languages Known
:
English, & Swahili
Visa Status

:
Visit Visa  
PROFILE AND SKILLS
· I am passionate communication with the ability to relate to customer needs thereby responding promptly to their queries and advise them .Excellent presentation and sales skills self-motivated and entrepreneurial quality.

· I am avid learner, a diligent worker and a great team player and this enables me perform task to the required standard and with minimum supervisions.
SPECIALIZATION:
· Customer service with excellent communication and people skills.

· Public relation

· Front office and Administration Maintenance.

· Expensive negotiation skills and proven ability to capitalize on business opportunities.

· Performed my tasks in organized manners and with precision.
Hobbies

· Studying for knowledge and career empowering.

· Health and environmental conservation.

· Travelling.

