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TERESA
Curriculum Vitae
	Personal
Information

	Marital status:
Single

 Nationality: Kenyan
TERESA.339959@2freemail.com 
   

	 Career Objective
	 To gain skills and knowledge in the Integration of the business environment, thus interpret and
 Solve complex problems

	Professional
Qualification
	  Institute of Advanced Technology (IAT):
· International Computer Driving Licence (ICDL) 1 & 2 computer packages-2006
· Computer Programming - 2007
· Web-Design -2007 
   Kenya Institute of Management:

· Bridging Course in Business Management- 2007
   Cambridge Association of Managers:

· Ordinary Diploma in computing –2007
· Advanced Diploma in Computing  2008-2009
   Graffins College:

· Diploma in Business Information Technology (BIT) - 2010

· Advanced Diploma 1 & 2 in Business Information Technology (BIT)  -2010

   Kenya Methodist University:

· Bachelor of Business Information Technology (BBIT)  2011-2014


	Academic
Qualifications
 Working
 Experience
 Company
  Duties
  Company
  Duties
	   LORETO CONVENT MSONGARI  2002- 2005
·  Kenya Certificate of Secondary Education (KCSE).

    MAKINI PRIMARY SCHOOL

·  Kenya Certificate of Primary Education (KCPE)
  Scan Group (Roundtrip Kenya)
  Position: Motorola Agent: 2008-2010
· Good  leadership skills, lead  a group of promoters in the field work
· Attained and presented good field work reports

· Having worked in roundtrip for two years I gained marketing skills and 
Strategies in presenting and selling of Motorola phones and other products.
  Neptune Technologies -2010
  Position: IT assistant
· Gained skills and knowledge on data management and problems related to databases

thus came up with solutions which were thoroughly clarified into a written project
· Developing and implementing key marketing strategies
· Sales and marketing of telecommunication products and software development






	Company

Duties

Skills
Company
Duties
	 Royal Media: 2012-2014
 Position:  Customer Service/Receptionist
· Answering calls of potential customers and answering product or service questions 

· Go through customer  feedback on aired shows on radio and TV

· Make sure customers adverts run

· Maintain customer records by updating account information

· Contact customers to respond to inquiries and refer unresolved customer grievance
· Filling minutes and reports and keeping up-to-date contact details

· Typing and word processing and arranging appointments

· Administrative duties: create power point presentations and manage calendars
· Product  and market knowledge

· Phone skills and listening to people
· Analysing information and multi-tasking
· Problem solving and Interpersonal skills
· Time management and organisational skills

  Postal Corporation Of Kenya -2014
  Position: IT Support assistant(internship)
· System installation, configuration, maintenance and updating software and drivers

· Printer maintenance 

· Configuring network connections, connecting network printer
· User support Analyst: ensure total support to uses in the cooperation
· Database/System Admin: ensure system is up-to-date




	  Company

  Duties

  Company

  Duties
 
	  Snack Delight (food industry) - 2014 
  Position: Marketing Assistance

· Was in charge of ensuring sandwich orders are made and sometimes made deliveries

· Handled online marketing of products

· Assisted in the kitchen to make sandwiches and packaging

· Handled customer queries and employees issues
  Media Pearl Limited: 2015 - 2016
  Position: sales executive/social media marketing
· As a marketing and advertising company I handled product activations in supermarkets

· Sales and  product promotions indoors and online marketing
· Handled customer queries on product use, benefits and consumer preference 



	  Abilities 

    and 
  Strengths       

  Hobbies

	· Am a person who is willing to learn and be taught
· Good  leadership and interpersonal  skills
· Am creative, innovative and thus passionate about my work
· Can work under pressure and meet deadlines
· Excellent communication skills and  organisational skills
· Sports: tennis, Athletics 
· Reading: Member of Macmillan
· Networking and travelling
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