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Objective:

To obtain an interesting and a more challenging position in a reputable company that will open new ways to maximize my skills, expertise and potential to the fullest.

Personal strength

· Mature, hardworking, self motivated with ability to work well under pressure and display professionalism at all times.                          

· Capable of maintaining confidentiality and delivering well before set deadlines.

· A team player with good computer literacy, creative and imaginative    

· A clear and effective communicator and with good inter-personal skills.

· Self starter with I can do attitude.

EMPLOYMENT HISTORY

July 2009 to August 2013: 

Sales Assistant/ Customer Service - Dubai  

   Responsibilities

· Understanding and providing assistance in satisfying customer needs and queries      about products, prices & services.

· Advising customers on product ranges best suited to their needs.                             

· Focusing on up selling/cross selling.

· Maintaining customer relationships in order to build long term brand loyalty.

· Handling product launches, promotions and visual merchandising.

· Efficient stock and inventory management practice
· Maintaining general cleanliness, hygiene standards and visual displays.

· Coordinating with customer care centre on after sales services.

· Generating daily sales report.

· Upholding company procedural policies in ordering, cash handling and standards
· Realizing set sales targets & focus on increasing sales by employing advanced sales techniques.

Jan 2007 to Dec 2008

Administration Assistant - Atrium Trading Co. (FZCO)- Dubai  

   Responsibilities

· Ensure that the office is managed efficiently and effectively by ensuring maintenance /     
reported faults are rectified immediately.

· Ensure that office utility bills are paid in a timely manner

· General office work; dispensation of formal documents including invoices, faxes, quotations and directing communication to responsible department
· Scheduling and attending meetings.

· Management and processing of Payroll for all FZCO staff and ensuring that the payroll 
files are well maintained and updated at all times.

· Provide guidance and direction to staff and management on issues relating to Human 
Resources and general administration

· In coordination with the Sales teams, Sourcing and retention of customers ensuring 
proper filing of the sales contracts and documents.

 January 2005 to Dec 2006:

    Assistant Administrator, Kopano Baptist Academy - Botswana  

   Responsibilities

· Assist the Human Resource Manager in the administration of staff benefits.

· Assist the Human Resource Manager in tracking the status of passports, visas, and work 
permits for international staff

· Maintain up to date lease files, ensure rentals are paid on timely basis, inform the Human 
Resource Manager of renewals, and follow-up on rental deposits.

· Give office support to the executive directors including preparing their presentations for 
meetings

· Supervise the clerical staff ensuring that their capacity is developed and their 
performance managed as per the school’s performance management system

· Maintain filing system for Administration files ensuring that confidential files are kept 
confidential easily explainable and systematic filing system is institutionalized

· Ensure that all students’ correspondence is filed promptly in an ordered and systematic 
manner.

· Ensure meetings and conferences run smoothly, facilitating staff arrivals and departures 
also ensure bookings and payments are done on a timely basis.

· Provide coverage for the receptionist when requested to ensure that all calls are received 
and messages recorded and handed to the appropriate person.

March 1995 to Dec 2004:

Executive Secretary, The Nairobi Hospital - Kenya  

Responsibilities

· Maintaining the medical files ensuring high level of confidentiality

· Maintaining the general filing system and documenting all the correspondences in a 
systematic manner

· Scheduling and planning for meetings ensuring that travel arrangements for the meeting 
participants are done in a timely manner.

· Providing secretarial support to the Consultant doctor

· Managing the doctor’s diary and ensuring that he is well aware ahead of time of 
scheduled surgeries/appointments and alerting him on emergencies that need his 
response.

· Responding to all enquiries regarding the services offered appointments and enquiries
from walk in-clients.

· Managing the office petty cash and ensuring the petty cash ledger is maintained in an 
accurate manner and all receipts are filled as required.

EDUCATIONAL QUALIFICATIONS

June 1994 – April 1996:

Diploma in Business Administration at Kenya Institute 




           of Management

                                                      Diploma in Public Relations
September 2007 – March 2008:
Certificate in Microsoft Computer Packager ( Ms Excel, Ms Word, Ms PowerPoint, Ms Access, Internet Explorer/Outlook, Basic Concept  of  Information Technology )

DECLARATION
I declare the above presented information is true to the best of my knowledge and belief at the time of appending the same.

REFEREES

Available upon request
