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           CURRICULUM VITAE

PERSONAL DETAILS
· Name                             :Claire 
            Visa status                    : visit 
Objective:

· To work for an established organization horning my skills in marketing, Administration and becoming a valuable member as a public administrator.
Work Experience:

1. Capital Real Estate Dubai (Feb2015-Nov2015)
Abyat Capital Real Estate brokerage focuses on the leasing and sales of retail properties in United Arab Emirates special in Dubai. They offer a fully integrated platform that is designed to help owners and tenants achieve their real estate goals.

Position: Administrative Assistant 
            Responsibilities:
· Provide general administrative and clerical support including mailing, scanning, faxing and copying to management.

· Use CRM for properties and property search. 

· Maintain electronic and hard copy filing system.

· Open, sort and distribute incoming correspondence.

· Perform data entry and scan documents.

· Manage calendar for Managing Director.

· Assist in resolving any administrative problems.

· Run company’s errands to post office and office supply store.

· Answer calls from customers regarding their inquiries.

· Prepare and modify documents including correspondence, reports, drafts, memos and emails.

· Schedule and coordinate meetings, appointments and travel arrangements for Managers and Maintain office supplies for department.

Administrative Writing Skills, Verbal Communication, Maintaining Employee Files, Compensation and Wage Structure, Orienting Employees, Benefits Administration, Interviewing Skills, Professionalism, Organization, Teamwork, Supply Management.
2. Company:  Britam Insurance Company. (April 2013-Dec2015)
Britam is a diversified financial group, listed on the Nairobi Securities Exchange, with interests across the Eastern Africa region. They  offer a wide range of financial products and services in insurance, asset management, banking and property, with offices in Kenya, Uganda, Rwanda, South Sudan; and presence in Mozambique, Malawi and Tanzania, following the acquisition of Real Insurance.

Position:    Personal Assistant/Secretary to the CEO 

         Responsibilities:

· Maintaining the General Manager’s diary, scheduling appointments and organizing meetings;

· Responding to all enquiries and requests;

· Dealing with correspondence;

· Office management Creating and maintaining up-to-date records through filing and archiving, while ensuring the safety and confidentiality of such records;

· Telephone control and maintain expense within budget;

· Data capture and typing  accurate all correspondences and reports;

· Accurate and organized filing of documents;

· Manage the front office service and ensure quality customer service;

· Petty cash Administration, neat and accurate petty cash records;

· Management and control of stationery, timely requisition;

· Ensure timely correspondence with the Head Office.
3. Company:  Regus. (June2012-Nov2013)
Regus is the global workplace provider.

Its network of more than 3,000 business centres in 120 countries provides convenient, high-quality, fully serviced spaces for people to work, whether for a few minutes or a few years. Companies like Google, Toshiba and GlaxoSmithKline choose Regus so that they can work flexibly and make their businesses more successful.

Position:    Logistics Assistant 
           Responsibilities:

· Monitor and provide excellent customer service to determine efficient communication with customers.

· Supervise and maintain record of all real-time perishable inventory level to ensure minimization of product obsolescence and stock out.

· Perform regular activation and prepare performance based reports for inventory.

· Manage all correspondence with centralized purchase.

· Coordinate with purchasing department to obtain parts ordered for upcoming projects.

· Administer issuance of purchase orders for other related programs.

· Monitor and produce daily ingredient requirement report for various workstation.

· Prepare production schedule and detect appropriate batch members for attainment and MU generation.

· Coordinate with teams and perform different types of monitoring progression of company.

· Maintain communication with IT departments and assist enhancement of recall process for unauthorized formula deviations.

· Monitor monthly inventory and cycle counting process as required by Production Planning Manager.

· Administer computer related transaction as per daily activities.

· Verify all receipts against content and perform comparison study for better evaluation.

PROFESSIONAL COMPETENCE AND SKILLS IN;

· Foundations in customer care Relations.

· Skills in data collection and data entry.
· Competence in sales and marketing

· Good oral and written skills

· Good organisation and communication skills

· Skills in computer programs

· Handling correspondences with both internal and external cliental

· Keeping a clean record and diary for different mangers.

· Competences in power point presentations.
           Academic Background

2013:

SCHOOL OF FINANCE AND BANKING

· Bachelor of Arts in Business Administration and computer Applications 2013-2016
Technical: MS Office (Word, Excel, PowerPoint,
Personal: 

· Book reader, and active sports person and a people person and travelling. 

Fluent in: English, French and Kiswahili
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