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VALIDGCC DRIVING LICENCE

SUMMARY
To be a positive influence in a team of professionals, as a team player, enhancing a pro-active attitude in the diverse changes of the business organizations of today and exceeding the expectations required of me in terms of work output, diligence and integrity in my work station

SKILLS

· Ability to work in a team environment with strong staff relations.

· Excellent innovative skills in a diverse working environment

· Good organizational and communication skills, both written and verbal.

· Articulate and well-spoken Time management

· Customer service-oriented

· Strong problem solver

· Proficient or familiar with a vast array of computer spreadsheets and applications

WORK EXPERIENCE

ALSHAMSI HOLDINGS FEB 2012-FEB 2015
SALES ASSOCIATE
· Greeting and serving customers at the sale counter.

· Offering face to face advice to customers on the store products. Processing returns and refunds as required in line with companies procedures.

· Occasionally being responsible for the stores security including being its key holder.

· Using the stock management system to log, check, locate and move stock both in and out of the store.

· Responsible for the daily management of the till in the absence of the senior members.

· Ensuring that all area are clean and adhere to the company's clear floor policy, health and safety requirements.

· Making sure that any item which is removed from display column is replaced immediately after a sale.

· Handling customer's complaints in a calm manor.

· Managing cash and payments system in accordance with company procedures and policies.

· Answered customer’s questions and addressed problems and complaints in person and via phone.

· Opened and closed the store, which included counting cash drawers and making bank deposits.

· Helped customers select products that best fit their personal needs.
· Balanced the needs of multiple customers simultaneously in a fast-paced retail environment.
· Handled inventories
EUROPEAN PERFUMES AND COSMETIC CO. LTD FEB 2010 JAN 2011
MARKETING MANAGER

· Identified, developed and evaluated marketing strategies based on knowledge of company objectives and market trends.

· Compiled comprehensive lists describing product and service offerings.

· Collaborated with marketing and communications teams on standardization, design and production of marketing materials.

· Led concept development and organized sales and operations resources.

· Managed all company customer engagement campaigns.

· Analyzed performance of all 1marketing programs to identify the best opportunities for optimization.

· Developed innovative product solutions grounded in clear understanding of customer needs.

· Developed marketing strategies and campaigns each quarter.

· Prepared detailed marketing forecasts on a daily, weekly and quarterly basis.
· Promoted brand awareness through SEO optimization and attractive web design.
CEMENTERS LIMITED UGANDA    MAY 2008-JAN 2010
EXECUTIVE SECRETARY
· Arranged appropriate travel, visas, agendas, necessary contacts and country information.

· Scheduled Board of Directors meetings and assisted with meeting materials and agendas.

· Maintained and coordinated executive and senior management vacation, day-to-day meeting and travel schedules.

· Served as a professional representative of the CEO to executive clients, investors and board members.

· Handled and distributed all incoming and outgoing mail.

· Wrote and distributed meeting minutes to appropriate individuals.

· Approved travel expenses and reimbursement requests.
· Reviewed operating practices and procedures in order to determine whether improvements can be made in areas such as workflow, reporting procedures, or expenditures
HWAN SUNG INDUSTRIES LIMITED JAN 2005-APRIL 2008

EXECUTIVE SECRETARY / OFFICE CLERK

· Approved travel expenses and reimbursement requests.
· Initiated and updated yearly dealer agreements and dealer applications.
· Managed desktop publishing and proposal and memo typing.
· Open, read, and wrote answers to routine letters.
· Coordinated customer facing webinars, including developing relationships with vendors, tracking customer attendance and post-webinar follow-up.
· Handled and distributed all incoming and outgoing mail.
· Collaborated with other administrative team members, human resources and the finance department on special projects and events.
· Arranged appropriate travel, visas, agendas, necessary contacts and country information.
EDUCATION

NAIROBI INSTITUTE OF BUSSINES STUDIES- Diploma in Business Management
EAST AFRICAN SCHOOL OF AVIATION- Certificate of Cabin Crew

MULTIFACE COMPUTER COLLEGE -Certificate in Computer Packages
OLOOLAISER HIGH SCHOOL-Kenya certificate of high school
ST. MARY’S PRIMARY SCHOOL-Kenya Certificate of Primary School
LANGUAGES
English (fluent)           Swahili (fluent)   Masaai (native)
INTEREST
Traveling, shopping, cooking
REFERENCESUPON REQUEST
AVAILABLE IMMEDIATELY
