PERSONAL INFORMATION
DATE OF BIRTH
:
22nd November 1986 
GENDER

:
Male

MARITAL STATUS
:
Married

LANGUAGE

:
English and Swahili
CAREER OBJECTIVES:
· Am determined and dedicated to work under any condition, to learn new skills in different posts and gain new experience for the betterment of the organization. 

KEY SKILLS AND COMPETENCE
· Ability to adopt or change priorities according to emerging situations.

· Ability to work in a cross - cultural environment.

· Excellent written, spoken and numeric skills.

· Self motivated, hardworking and innovative.

· Ability to work efficiently as a team member and leader.

· Excellent interpersonal relations and leadership skills.

· Ability to work independently with minimal/no supervision.
WORK EXPERIENCE

YEAR





INSTITUTION

December 2013- To Date

- Club 360 (Club and Restaurant)
- Position Held: - Assistant Administrator

Duties and Responsibilities:- 
· Keep track/ Sorting of overdue notices and send payment reminders.

· Prepare bank deposits by verifying and balancing receipts, tracking and counting cash drawers and checking sales records.

· Prepare record and tally daily sales and expenses transactions.

· Involve in events planning, organizing and supervision.
· Involve in daily operations and supervision of store.

· Order supplies and keep record and tracking so as to remains within budget and float.

· Involve in middle and higher level managerial planning, Staffing, organizing and supervision.
· In charge of overall office operations i.e. typesetting, filling, email responding e.t.c.

· Handle customer’s queries within my jurisdiction. 

 Mid 2011 - 2012


- Faith Catering Hotels & Restaurants.
- Position Held: - Supervisor Kitengela Branch.
Duties and Responsibilities:-
· Ensure Quality Services to Customers are met as per the standard of Hotel.

· Act as a channel between management and fellow staff members. 

· Ensure all the staffs are in there right allocated position of work.

· Ensure all the days’ operations are conducted according to the expected standard.

· Help to solve disputes within my jurisdiction.

· Ensure the entire stock are in place at the right time and place.

· Ensure all the rooms and clean and arranged as per the standard of the Hotel.

· Handle employee’s performance review.

· Assist the management in making sure Hotels’ guideline and mission is achieved.

· Ensure high standard of Hygiene is maintained both with staff and the working environment.

· Assist in front office services in Hotel. (Handle customer’s requests via Telephone). 

2008- Mid 2011


 - St. Louis Academy
- Position Held: - Admin/ Bookkeeper.
Duties and Responsibilities: - 
· Record daily Cash Receipts and credit transactions

· Maintain petty cash book

· Prepare other Journals i.e. Sales Journals, Purchases Journals, invoice e.t.c.

· Maintain stores ledger

· Make purchases on behalf of the School as directed. 

· Help in preparation of staff payroll.
· Prepare and maintain parents’ and pupils’ register both manually and electronically.
· Prepare and produce monthly/ termly school performance report and minutes of meetings.
2006- 2007



- Smart Kenya Online/ Smart Cyber  




 
- Position Held: - Cyber/ Client Attendant
Duties and Responsibilities: - 
· Assist customers when they have trouble or questions using computer software such as Microsoft Office, Adobe software’s and all software’s that are being used in the cyber cafe.

· Provide services such as encoding, printing, downloading and all other operations provided by the cafe.

· Perform basic computer maintenance and software installation to client and cyber.

· Troubleshoots different kinds of computer programs, hardware and software.

· Provide excellent customer care.

· Maintain cleanliness and orderliness of the place and work stations.

· Keep accurate records of logs and inventories of the Cyber.

PERSONALLY ACQUIRED KNOWLEDGE AND SKILLS

· Excellent Administration skills

· Team management and coordination

· Excellent customer service skill
· Excellent Teaching/ Coaching Skills
EDUCATION BACKGROUND
November 2010
Institution
:
Nairobi International School of Theology

Course

:
Leadership and Management 1 (Certificate)
JUNE 2010

Institute
:
Dima College

Course

:
Diploma in Computer Engineering
JAN- JULY 2009

Institution
:
Cornerstone Training Institute (ACCA Level 1)

Course

:
Accounting Level 1
2002- 2005
Institution
:
Mavoko Secondary School

Course

:
Kenya Certificate of Secondary Education
IT KNOWLEDGE

· General Computer Knowledge (Computer Packages)

· Fundamentals of Computing

· Information Systems Management

· Operating Systems

· Customer care & Support Skills

· Microcomputer Systems Installations & Maintenance 
HOBBIES
· Playing Basketball, Table Tennis and Reading Inspirational Books.
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