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Job Summary
· Communications Trainee/Leadership Development Program- Nairobi Chapel: 2014-2016
· Receptionist/Graphic designer- Dipco Fabricators Limited: 2013

· Secretary/Mpesa attendant-Golden Communications Limited: 2012

· Volunteer –Community Development Bureau: 2012
· Administrative Assistant-Floral Interiors/Ace Communications Limited: 2011

· Census Enumerator –Kenya Population and Housing Census: 2009

Education & Professional Qualification:
· Diploma in Business Administration: Kenya Methodist University-Currently
· Graduated from a 24 month Leadership Development Program at Nairobi Chapel -January 2014-January 2016
· Attended a leadership workshop: Global Leadership Summit-November 2014
· Bachelor of Science in Graphic Communication and Advertising, 2nd Upper, Moi University, September 2007-April 2011

· Kenya Certificate of Secondary Education, B (Plain), Kipsigis Girls High School, 2001-2004
Key Professional Skills & Competencies: 

· Proficiency in use of Microsoft Office and graphic design software (Corel draw, Photo Shop, Illustrator)
· Skilled in Social Media Management 
· Tech savvy: Ability to carry out work using various Operating Systems, manage cameras, scanners, photocopier and printer machines
· Ability to plan internal campaigns and events
· Skilled in Content Creation, editing and proofreading for publications
· Ability to pay attention to detail and report accurately

· Integrity, commitment to service and respect for diversity

· Ability to quickly learn new systems, procedures and adapt local practices 

· Ability to think creatively and an innovative approach to problem-solving

· Excellent in relationship management  and communication skills
· Skilled in data management

· Skilled in meeting planning

· Ability to organize and prioritize work in high-pressured environments
PROFESSIONAL EXPERIENCE

Leadership Development -Communications
Nairobi Chapel, January 2014- January 2016
Duties and Responsibilities:

· Corporate Communication - sourced, gathered, edited  and proofread content 
· Social Media Management - established and created content for digital media and Social Media Platforms 

· Developed and uploaded content on the website
· Assisted with graphic design
· Wrote and edited articles for publications 

· Liaised with other writers, photographers and printers and production staff.
· Took responsibility for own workload and communicated progress to the team.
· Persuaded companies to buy advertising spaces in the quarterly magazine editions 

Receptionist/Graphic designer
Dipco Fabricators-2013
Duties and Responsibilities:

· Operated telephone switchboard to answer, screen and forward calls

·  Provided information, took messages and scheduled appointments
· Performed administrative support tasks 

· Resolved complaints from customers and public including de-escalating heated scenarios 
· Carried out graphic design works to clients

· Kept the reception area neat and tidy, sent and received emails as well as collection of postal mail

· Developed contact database of clients and contacted potential clients  

· Deposited and withdrew money and cheques from the bank 

· Performed customer care duties for positive publicity 
· Updated the company website

Volunteer- Communications Officer

Community Development Bureau-2012
Duties and Responsibilities:

· Organised key promotional events
· Recorded and archived  minutes for each  meeting
· Supervised the manufacturing of mail drops and company publicity items
· drafted of reports, proposals, and media press releases

· carried out public relations

· designed company brochures, business cards, magazines

· Conducted researches to identify the priorities and expectations of company shareholders

· Relied key corporate  messages to specifically targeted audiences

Administration Assistant
Floral Interiors Ltd -May 2011
Duties and Responsibilities:
· Read and analysed incoming memos, submissions, and reports in order to determine their significance and plan their distribution

· Opened, sorted, and distributed incoming correspondence, including faxes and email

· Filed and retrieved corporate documents, records, and reports

· Greeted visitors and played the role of a gatekeeper
· Prepared responses to correspondence containing routine inquiries

· Performed general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work
Enumerator- Kenya Population and Housing Census- 2009
Duties and Responsibilities:
· Conducted an extensive and thorough visual survey of areas that needed to be covered during the census taking procedure
· Travelled to residents’ homes to interview them
· Assisted people to understand interview questions
· Filled out survey forms 
· Double checked information on survey forms to ensure accuracy 
Achievements: While working at Ace Communications, I successfully carried out an international student’s (AIESEC) forum event that was held in Kenya in 2011. This was an international convention of students from all over the world.  I was responsible for the logistics, and sought out for the most affordable, yet quality equipment despite the short period allocated. I was able to negotiate costs from 9 million shillings to 162, 000 shillings. 
Interests/Hobbies: Thriller novels, travelling and cultural studies
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