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MIRIAM
Email: Miriam.331126@2freemail.com


Career Objectives

To pursue a demanding career within a reputable company with the approach to take up responsibilities, accomplish organizational goals by using my skills and potentials to the maximum; alongside focusing on the scope of enhancing my personal skills & gaining maximum knowledge during my tenure to contribute to the growth of the firm.

Education
June 2004 - March 2008: Strathmore University
Bachelor of commerce - Business Administration and Marketing

March 2000 - November 2003: Moi Forces Academy- Lanet

Kenya Certificate of Secondary Education 



Work Experience
Organization
: Oriflame East Africa, Nairobi Kenya
Designation
: Sales and Customer Service Assistant 
Date

: January 2011 – August 2016

Responsibilities 
· Meeting and greeting customers in a friendly and polite manner. 

· Guiding and assisting the customers in selection of products. 
· Tele-selling to our membership customers about the new products in stock.
· Keeping up to date product knowledge and ensure minimal stock loss. 

· Handling the POS (Point of Sale) / Billing Counter efficiently money in the cash counter during the beginning / end of the shifts. 

· Processing the payments by cash / credit cards / vouchers / mobile transfer. 

· Issuing receipts, refunds or change to the customers correctly. 

· Acknowledgement of delivery and dispatch of materials to and from warehouse.
Achievements

· Lead sales team in successful launching of a new branch.

· Increase overall customer base by 50% through leveraging on contact referrals and product demonstrations.

· Assisted in recruitment and training of new sales associates.

· Doubled sales of assigned team by 50% by implementing new effective sales strategies, for example use of social and online sales.

Organization
: Community Development Trust Fund 
Designation
: Receptionist
Date

: May 2008 – December 2010

Responsibilities
· Meeting and greeting visitors in a friendly and polite manner. 

· Handle the switchboard and take messages in absence of officers.

· Handle incoming and outgoing mail.
· Receiving, Acknowledging, filing and updating database with project applications and of on- going project activities.

· Perform general clerical work including updating stamps usage register and vehicle log keeping.

· Assist in performing secretarial duties including word-processing, e-mailing, faxing, data processing, communications, drafting letters, collating and delivery of board documents.
· Maintain cleanliness and tidiness of reception area.

· Take minutes of sectional staff meetings.

Achievements

· Filled in for cashier for 2 months while still performing my regular tasks error free.

· Handled heavy emails and postal correspondence with less than 1% error.


Skills and core competencies

· Sales Promotions, Cross selling, Up-selling and tele- selling
· Mastering product features and benefits

· Customer Relationship Management

· Phone Etiquette and Correspondence Handling
· Reception Maintenance
· PABX/Switchboard
· Log Keeping

· Bill Processing


References

· Available on request
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