SAMUEL 
Email: Samuel.343294@2freemail.com 
PERSONAL DETAILS

Date of Birth: 15th February, 1990

Marital Status: Single

PROFILE SUMMARY

As a recent Business Administration graduate from St. Paul’s University, I have gained enough theory skills which have successfully enable me strengthen my experience while with Kacyamia Events Company which has enabled me to develop valuable skills and understanding of various administrative duties. I possess mastery in various Microsoft Office packages such as Word, Excel, PowerPoint and Outlook which would come in handy in achieving your organization’s goals and objectives. Seeking a position in an ever-growing firm where I can bring immediate value and develop my current skill set further.

PROFESSIONAL SKILLS

· Ability to interact with clients, staff and senior management
· Ability to work independently, multitask and obtain results
· Ability to complete tasks before and within stipulated time
· Keen to details and excellent problem solving skills
EDUCATIONAL BACKGROUND

· St. Paul’s University: Diploma in Business Administration, 2015
· Arknet Computer College: Certificate in Computer Studies, 2012
· Stega Driving School: Driving course (BCE), 2012
· Manyala High School: Kenya Certificate of Secondary Education (KCSE), 2011
· Mukoye Primary School: Kenya Certificate Of Primary Education (KCPE), 2006
WORK EXPERIENCE

Job Title: General Worker
(A265)

Glacier Products Ltd (May 2016-Current)

Duties and Responsibilities

· Ensuring good and quality production of chocolate in the factory.
· Ensuring clean and safety of both the working environment and the final products.
· Ensuring proper packaging of product of products and also correct labeling.
Job Title: Call Center Operator

Consumer Insight (January 2016-May 2016)

Duties and Responsibilities

· Make calls to clients and interview them on different topics.
· Give proper answers to the questions asked by the clients over the phone.
· Ensure smooth run of Computer Assisted Telephone Interview on behalf of other companies.
Job Title: Operations Manager

Kacyamia Events Management (Current Part-time) (Paid in Commission basis)

Duties and Responsibilities

· Managing and offering visitors and staff the necessary assistance required

· Handling all incoming and outgoing telephone communications.

· Responsible for advertising and spreading out the company’s products.

· Ensure all events are successfully carried well and on time.

· Answering inbounds calls and assisting clients where necessary.

Achievements: – Increased revenue to the company due to frequent advertisement through online platforms.

Job Title: Sales Person

UAP Insurance Company (Nov 2013- Sep 2014)

Duties and Responsibilities

· Received and processed customer orders

· Handled inbound and outbound calls to resolve routine customer concerns in a timely and professional manner.

· Assisted in resolving customer follow-up requests to provide and maintain the highest level of customer service.

· Conduct feasibility studies and marketing research, and working towards achieving financial and growth goals.

· Planning, monitoring, implementing and evaluating a department’s strategic plans in order to increase revenue.

Achievements: – Provided an excellent service to all customers and received monitory award as the best salesperson of the quarter year.

Job Title: Sale Person

Bia Bora Distributors Limited (Oct 2012- July 2013)

Duties and Responsibilities

· Helping clients in proper selection of the right products.
· Arranging the store/warehouse so that everything could in the right shelf at the right time.
· Answering customers’ quarries about the products.
Achievements:- Bringing in more clients to the company, thus increasing the sales

INTERESTS AND HOBBIES

Socializing, Volunteer, Football and reading motivational books

