CURRICULUM VITAE

PERSONAL DETAILS

Name



:

LUCY 
Email



:

LUCY.348998@2freemail.com 
Nationality


:

Kenyan

Date of birth


:

29th October, 1967

Marital status


:

Single

EDUCATION

1974 – 1980


:
Westlands Primary School

1981 – 1984


:
State House Girls High School – ‘O’ Levels

1986 – 1987


:
Valley Secretarial College – Secretarial Course

Specialised Training

:
Business English






Shorthand

Typewriting

Secretarial Duties

Commercial Mathematics

Audio Typing

Practical Training

:
Typwriting – All standard makes ranging from manual, 

electronic, memory and text editing.






Telephone switchboard – Panasonic.






Duplicators – Gestetner, Roneo, Banda, Rank Xerox, Mita.






Dictation Machines – Dictaphone, Emidicata.






Telex – Teleprinter.

1992 – 1994


:
WELDING ALLOYS LIMITED





Office in-house Training





Computer Fundamentals






Micro Computing






Microsoft Project






Word Perfect 5.1, 6.0






Lotus 123






Quattro Pro






MS Excel






MS Word

July, 2003


:
TOTAL QUALITY TRAINING





Executive Secretary of The 21st Century Course

EMPLOYMENT EXPERIENCE
May, 2004 – Up-to-date
:
D. T. DOBIE & CO., (K) LTD




(Motor Industry)





Sales CRM Co-ordinator / 
Reporting to Chief Operations Officer – Philip Varghese/

General Sales Manager VW – Usha Nagpal

DUTIES

Administration

- Prepare Summaries of pending issues.

- Co-ordinate work flow.

- Co-ordinate and input Salesmen Clients in all Branches Nakuru / Kisumu / Mombasa

- Gain understanding of areas of activity and current/forthcoming commitments within the
   department, and also offer guidance to management by identifying weak areas and initiating
   ideas to adapt future sales strategies.

- To organize and prioritise own workload pro-actively to meet the demands of known and 
   changing priorities.

- Provide and generate necessary information/materials to help take action and act on correspondence.

- Update and chase delegated tasks to ensure progress to deadlines.

- Planning and delivering CRM strategies across the company encouraging customer retention and customer loyalty.

-Deciding on the CRM platform structure and architecture ensuring it works seamlessly across the organisation and captures all required information at key points in the customer life cycle.

-Customer Journey Mapping analysing touch points with the organisation and maximising commercial opportunities.

-Working closely with all departments to ensure the CRM works effectively for all aspects of the company. 

-Overseeing direct communications with customers through the CRM.

-Monitor and maximise customer lifetime value strategies ensuring maximum profitability.

-Ensuring the database is segmented effectively for targeted marketing activities.

-Overseeing the migration of all direct communications to lower cost mediums such as SMS and email.

-Developing testing strategies for all aspects of the CRM to ensure the most effective approach for the company and its products.
- Insuring that customer accounts are opened before invoicing.

- Invoicing and Crediting Customers.

- Insuring that all Invoices and Credit notes follow the right procedures for accounts purposes.

- Dealing with Customer related queries/complaints as required and assigned within my capacity.

- Solving tasks in the absence of the Vehicle Sales Consultant concerned.
- Receiving prospecting Customers/Current Customers and various visitors and responding to their
   needs.

-  Compiling Competitor Statistics

-  Prepare and Compile Daily Detailed Sales Report

-  Collect up-to-date  information on the status of orders

-  Prepare Weekly Sales Report  to Our VW South Africa Regional Office 

-  Co-ordinating and Organising Sales Training Sessions

- Arranging of important promotional events, which are attended by potential Clients 

-  Sourcing information and Generating Leads / Data Base
March, 2000 – April, 2004  
:
CMC MOTORS GROUP LTD – Land Rover Division






(Motor Industry)

Public Relations Officer / Personal Assistant to Regional General Manager






Mr. Ken Nzioka
DUTIES

Administration

- Provide administrative and analytical assistance to the Regional General Manager.

- Perform highly complex, confidential and analytical assignments.

- To ensure that Stock Movement is managed and updated on a continuous basis.

- Ensure that we have sufficient stock of our entire vehicle brands available.

- Planning and setting daily sales objectives with Regional General Manager and Sales Representatives to achieve target sales volumes and achieve market penetration and execution objectives.

- Direct and participate in the day-to-day operations.

- Daily tracking of Sales Representatives and their performances.

- Coordinate multiple projects within specified time frames.

- Perform a variety of reception and referral duties for the Regional General Manger.

- Follow up on status of projects and referrals to departments.

- Maintain executive coffee room including the ordering and purchasing of supplies.

- Process warrants for payment.

- Perform research and statistical analysis on issues and projects.

- Interpret information and order to make recommendations on a course of action.

- Author, develop policies, speeches, press releases and sensitive correspondence.

- Prepare detailed and complex reports.

- Assist in the preparation of the sales department wide budgets.

- Utilize a professional and courteous demeanour when interacting on the telephone with internal and external customers as well as members of staff.

- Maintenance of Staff Clinic & Medical cards/records.

- Insuring all organizational records are accurately kept and regularly maintained including tracking of previous correspondence/documents providing all necessary paperwork.

- To maintain security/confidentiality of all the divisional data and information at all times.

- Dealing promptly and with sensitivity and consideration, with members of staff when problematic or any situations that need immediate attention arise.

- Prepare a Weekly Sales Report to our Land Rover Regional Office Dubai.

- Update the used vehicle stock list for our website.

- Maintenance of Show room (Liasing with Property Maintenance Department.)

- Maintenance of Office Equipment (Liasing with Abacus Data Limited).

- Prepare and crosscheck Departmental medical schedules for Personnel Department.

- Update our Marketing Budget Claim Forms to our Land Rover Regional Office Dubai (According to the events held).
- Preparations of the Sales, Stock & Order Plan.

- Preparation of the Monthly Report.

- Review own performance and identify areas for improvement.

May, 1998 to January, 2000
:
H. YOUNG & CO., (E.A) LTD









(Construction Industry)

Secretary to Operations Manager                                                 






Mr. Jacob Lerner
DUTIES

Administration

· Receiving dictation.

· Dealing with outgoing Faxes.

· Composing correspondence and summarizing reports.

· Keeping my employers diary (arranging his appointments, travel arrangements).

· Organizing and attending meetings including the preparation of agenda and minutes.

· Controlling of stationery and office materials.

1996 – 1998 (April)

:
INTL. TRADE & MARKETING LTD









(Trading Industry)

Personal Assistant to Managing Director                                        






Mr. Lionel J. Smith
DUTIES

Administration

· Receiving dictation.

· Receiving incoming mail.

· Dealing with outgoing mail.

· Composing correspondence and summarizing reports.

· Keeping my employers diary (arranging his appointments, travel arrangements).

· Organizing and attending meetings including the preparation of agenda and minutes.

· Maintenance of stock records.

· Commission calculations for salesmen.

· Controlling of stationery and office materials.

· Taking care of petty cash and bank transactions.

1991 – 1995             

:
WELDING ALLOYS LTD - NAIROBI









(Manufacturing Industry)

Personal Secretary to Executive Director                                                 






Mr. Dinesh J. Patel
DUTIES

Administration

· Receiving dictation.

· Receiving incoming mail.

· Dealing with outgoing mail.

· Composing correspondence and summarizing reports.

· Keeping my employers diary (arranging his appointments, travel arrangements).

· Organizing and attending meetings including the preparation of agenda and minutes.

· Maintenance of stock records.

· Commission calculations for salesmen.

· Controlling of stationery and office materials.

· Taking care of petty cash and bank transactions

PROFESSIONAL PROFILE

- Extensive and expert experience and knowledge of motor vehicles and various industries.

- Excellent interpersonal and communication skills, confident and poised in interactions with individuals at all levels readily developing rapport with Clients and Colleagues.

- Recognized for exceptional problem solving and motivational skills in addition to the ability to negotiate, deal and close successfully.

- Proven ability to cultivate and maintain strong business and Client relationships combined with the ability to direct successful negotiations.

- Highly regarded for a pro-active attitude and an ability to think laterally, providing ideas and solutions.

- Dedicated individual, achieving a reputation for consistently going beyond what is required.

PROFESSIONAL OBJECTIVE

- To extend my experience and earning potential and work with a forward-looking and innovative
   team. 

- Seeking a reputable Company offering salary based on individual contribution to goals.

- Relieve management of administrative detail, all projects.

HOBBIES

Swimming

Travelling

Reading

Playing the Guitar

