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PERSONAL INFORMATION

Sex:                                     
 Female

Date of birth:
 

24th august 1990
Nationality:


Kenyan




Marital Status:

             Single

Religion: 


Christian

CAREER OBJECTIVE


To work in a challenging and dynamic position in an area of Professional Business management training, development and Knowledge management, with a view of integrating creativity, team work and research to provide practical way forward.

PERSONAL PROFILE


· Good communication and interpersonal skills with ability to relate to people at all levels.
· Ready to learn and take instructions.

· Strong team leadership character, trustworthy and reliable personality.

· Excellent endurance and ability to work under pressure and deadlines.

· Able to mix and socialize quickly with people of diverse cultures and background.

· Strong ambitions for success with equally focused determination and stamina to achieve.

EDUCATIONAL BACKGROUND


Date  


Institution/Award

2013 - 2014
Mt. Kenya University

Diploma in Business Management 
2012 - 2013
Kenya Institute of Management

Bridging Certificate

Upper credit
2006 - 2010

Mwaani Girls High School
Kenya Certificate of Secondary Education (KCSE)

C Minus
1998 - 2005

Machakos Primary School
Kenya Certificate of Primary Education (KCPE)

310/500
 WORK EXPERIENCE


English Teacher
Languages Department) (2011 to 2012)

· Ensure school schedules, timetables and other calendars of events are adhered to.

· Teach and evaluate students through test and exams

Registration Clerk (I.E.B.C) (During 2012 Elections)
· Verifies the voter by his or her identification.
· Ensuring the safety of the B.V, R kit and other registration materials.
· Ensure accurate entry of the voter’s details using the B.V.R kit.
CREDIT OFFICER
Universal traders Sacco (industrial attachment)
· Documentation and filling.

· Doing appraisals on members who want to apply for loans.

· Giving out acceptance and agreement forms.

· Filling the savings and loan forms.

· Receiving of files from other branches.

· Answering phone calls and taking message
CONTROLS CLERK

Kitui – mwingi parkside motel limited 

· Taking stocks in and stocks out.
· Control and ensure that all items go out from the stores with a requisition.
· Tabulate the total sales of day and get the excess or shortage and data entry.
· Keep an updated inventory of the equipments in the hotel.
· Authorize and account for any transfer of stock.
· Determine whether the perishable foods are spoiled or not.
COMPANY SECRETARY
Kitui – Mwingi parkside motel limited

· Devising and maintaining office systems, including data management and filing.

· Screening phone calls, inquiries and requests, and handling them when appropriate.

· Meeting and greeting visitors at all levels of seniority.

· Organizing and maintaining diaries and making appointments.

· Dealing with incoming email, faxes and post, often corresponding on behalf of the manager.

· Keep minutes of meetings.

· Arranging of cooperate meetings.

· To keep the record of the proceedings of all general meetings.

PROFFESIONAL STUDY


Units covered in 1st semester

1. Financial Accounting 1
2. Introduction to Economics
3. Computer Application Skills
4. Introduction to Business Studies
5. Business Statistics
6. Entrepreneurship
7. Research Methods
Units covered in 2nd semester

1. Principles of Management
2. Credit Management
3. Cost Accounting
4. Human Resource Management
5. Co-operative Finance Management
6. Principles of Marketing
Units covered in 3rd semester

1. Financial Accounting 2
2. Conflict Management
3. Business Law
4. Financial Management
5. Organization Behavior
6. Employee  Performance and  Compensation
7. Management Accounting
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