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Fridah 

Fridah.365481@2freemail.com 




PERSONAL PROFILE

I m a dynamic, knowledgeable procurement  professional with significant experience in purchasing industry. A problem solver result oriented and a good team player in a busy work environment. I have demonstrated ability to work amicably with people of diverse backgrounds transcending race, culture religion and gender.

CAREER OBJECTIVES 

To contribute to the development of a dynamic organization with a mindset of gaining experience and opportunity to work in an environment that encourages personal growth and development.

WORKING EXPERIENCE

 NATIONAL IRRIGATION BOARD (BUNYALA IRRIGATION SCHEME)
 April 2014-April 2016
 Position : Procurement Clerk/Accounts clerk
            Duties
· Maintaining inventory and stock control records
· Receiving goods and certifying invoices
· Serving as Secretary to relevant procurement committee/s.
· Analyzing the quotations and selecting the best bidder.
· Purchasing goods for office use as per the LPO and memo.
· Awarding the tender.

· Creating vendors in the system.

· Receiving and feeding invoices in the system.

· Coordinating procurement and logistics functions with the engineering and accounting departments.
· Preparation of invoices.

· Preparation and examination of payment vouchers.

· Preparation and examination of petty cash vouchers.
· Payroll preparation and writing of cheques
· VAT calculation at month end.

· Reporting to senior accountant.

· Experience with ERP software.
MEDISEL KENYA LTD: (Internship)


3 MONTHS (January 2014-March 2014)

 Store Attendant

     Duties and Responsibilities

· Receiving and checking all items to ensure they meet the required standards and tally with the delivery note and GRN (Goods Received Note).

· Issuing goods return note in case of defective items and notify the supervisor in charge.

· Ensuring all departments fill respective stores requisition which must be dully signed by the supervisor in charge, indicating items requisitioned before issuance of any item.

· Ensuring proper documentation and recording by filing of all requisitions and other related documents for future reference.

· Conduct daily and monthly checks of all stored items and updating the supervisor.

· Ensuring items to be replaced are handed over and stored well before issuing replacement.

· Ensuring ample and clean space available for storage of all items.
· Arrange all items in a store and follow FIFO system.

· Enforcing security measures to the store to prevent any potential theft
PERSONAL QUALITIES  
· Able to work comfortable without supervision.

· I am positive and self-motivated individual who thrive on constant challenges in personal and team goals.

· I am hardworking, loyal and honest worker who believes in truth always and has a high level of confidence with good communication skills.
· Excellent computer skills.

EDUCATION
 SEPTEMBER 2011 - NOVEMBER   2013 
Kenya Institute of Management

Diploma in Purchasing and Supply Management 

FEBRUARY 2005 - November 2008 
Kenya Certificate of Secondary Education 

Nangina Girls High School 

JANUARY 1997 – NOVEMBER 2004
Kenya Certificate of Primary Education (KCPE) 

Nzoia Primary School

OTHER ACHIEVEMENTS: 

· April 2015: Underwent Ethics and Anti-corruption training

· June 2014: Underwent a Leadership Training  

· November 2010- January 2011: Underwent Computer Package Training 

INTERESTS 
Traveling, making friends, Reading novel, socializing.
REFERENCE
             Upon request

