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Mercy
Mercy.347973@2freemail.com 
 

Middle level position in Administration/ Reception


 PROFILE SUMMARY 
· Goal oriented professional administrative assistant with over 4 years experience performing general office procedures where an in-depth knowledge of office management principles and considerable knowledge of book keeping were obtained. 

· Strong planner and problem solver who readily adapts to change ,works independently and exceeds expectations.
· Demonstrates strong Interpersonal skills as well as an ability to manage multiple tasks in a fast paced changing environment.
KEY RESPONSIBILITIES
· Schedule and maintain executives calendar of appointments, meetings , phone calls, appointments, expenses and travel itineraries.
· Organise paper work and maintain electronic files such as presentations and spread sheets needed by the Executive
· Manage information by telephone and E –mail messages
 ACHIEVEMENTS
· Communicated effectively with multiple departments to plan meetings and prepare welcome packages for new guests.
· Established strong relationships to gain support and effectively achieve results.
· Entrusted to manage office in supervisors absence. Provided timely, courteous and knowledgeable response to information requests and prepared official guest correspondence.
· Earned rewards on performance reviews in areas including work volume, accuracy and quality.
· Ability and master new concepts, positive work ethic and commitment to provide excellent service.
EXPERIENCE    

Severin Sea Lodge                                       Administrative Assistant/ Receptionist  ( July 2009 to April 2015)        

EDUCATION   
Mombasa Polytechnic University College                  Diploma In Business Administration (2006-2008)            

 SKILLS:-Office management, Records Management, Reports Management.

COMPUTER SKILLS:- Ms Word, Excel, PowerPoint, Outlook.                                                                                                        

