Jacob
Email: Jacob.325075@W2freemail.com 
Summary:
Am a hard- working individual with proven leadership and organization skills, and minute attention to detail, seeking to apply my abilities to your organization. I am a dedicated team player who can be relied upon to help your company achieve its goals.

Skills:
· Excellent interpersonal relations and leadership skills
· Excellent written, Spoken and numeric

· Excellent Problem Solving 

· Able to work efficiently as a team member and leader

Career History:
Position held: - Administration Coordinator



              Period: - December 2013- June 2016
Entity: - Three Sixty Degrees Ent. (Club and Restaurant) - Nairobi, Kenya
Responsibilities:- 
· Monitor office expenditures and handle all suppliers contracts

· Perform Basic Bookkeeping and update the accounting system.

· Deal with customer complaints and issues.     
· Involve in Strategic middle and higher level managerial planning, Staffing, organizing and supervision.

· In charge of overall office operations i.e. typesetting, filling, email responding etc.

· Liaise with the Account Department, Service, Store and Suppliers for necessary supplies.

· Involve and coordinate with promoters for product promotions and sales uplift. 

Position Held: - Supervisor- Kitengela Branch


               Period: - July 2011- December 2012
Entity: - Faith Catering Hotel and Restaurants- Nairobi, Kenya

Responsibilities:- 

· Ensure Quality Services to Customers are met as per the standard
· Act as a channel between management and fellow staff members. 

· 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). 

Position Held: - Administration Clerk




   Period: - January 2008- June 2011
Entity: - St. Louis Academy- Nairobi, Kenya
Responsibilities: - 
· Record daily Cash Receipts and credit transactions
· Maintain petty cash book
· Prepare other Journals i.e. Sales Journals, Purchases Journals, invoice etc.
· Maintain stores ledger
· Make purchases on behalf of the School as directed. 
· Help in preparation of staff payroll.
· Prepare and maintain parents’ and students register both manually and electronically.
· Prepare and produce monthly/ term school performance report and minutes of meetings.
Position Held: - Customer Service




        Period: - January 2006- December 2007
Entity: - Smart Kenya Online/ Smart Cyber- Nairobi, Kenya
Responsibilities: - 
· Provide services i.e. encoding, printing, downloading and other operations offered.
· 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.

· Assist and advice clients about new products (software) in the market. 

Education Background:

Course: - Diploma in Business Administration,





       2016- To date

Nairobi Aviation College- Kenya
Course: - Leadership and Management 1 (Certificate), 




  November 2010

 NIST- Kenya
Course: - Diploma in Computer Engineering, 





             June 2010

Dima College- Kenya

Course: - ACCA (Accounting Level 1), 






               July 2009

Cornerstone Training College- Kenya
Course: - Kenya Certificate of Secondary Education, 





  November 2005

Mavoko Secondary School

Interests:

Computing, Socializing and Reading.
Addition Information:

Date of birth

:
22nd November 1986 
Gender 


:
Male

Marital status

:
Married

Languages

:
English and Swahili (spoken and writing)

Nationality

:
Kenyan

References:


Upon Request
