CURRICULUM VITAE  

PERSONAL

NAME:  

 Louisa 

NATIONALITY: 
 Kenyan

DATE OF BIRTH: 
2nd March 1970

STATUS:   

Married

CHILDREN:  

Two

RELIGION:   

Christian

EMAIL:   

Louisa.8991@2freemaill.com 
EDUCATIONAL BACKGROUND 

COLLEGE

1998 Government Training Institute Mombasa (KNEC)

•
Typewriting 

•
Word processing (Word Perfect) 

•
Excel 

•
Shorthand 

•
Business Language 

•
Commerce 

•
Office Practice 

1989 Shameems Secretarial College Mombasa (PITMAN)

•
Typewriting 

•
Shorthand 

•
Word Processing 

•
French (Alliance Francais De Mombasa) 

SECONDARY SCHOOL

1995 – 1989 Burhania s Secondary School and Finishing College Mombasa.

ELEMENTARY

1985. Kianjagi School (Meru)

WORK EXPERIENCE

2005. Dragonbyte Computer Services as the public relations officer / assistant manager. Duties include smooth running of the cyber café and all office duties.

2003. Aga Khan Hospital Mombasa at the medical records department where I organized filed and updated records in preparation of the annual audit.

2000 – 2002. Leisure Land Limited (Legend Casino) at the Diani Beach as the Secretary to the Director.

DUTIES

•
Secretarial Duties 

•
Customer Relations 

•
Organizing Customer requisitions 

1995 – 1997. Diving The Crab (Scuba Schools International) a five star diving school as a receptionist/cashier, booking clerk.

DUTIES

•
Receiving clients 

•
Cashiering 

•
Booking and Reservations 

1992 – 1995 Safari Beach Hotel (Part of the Alliance Hotels) as a Cashier/ Booking clerk

DUTIES

•
Receiving clients 

•
Cashiering 

•
Booking and Reservations 

1992 (SIDA) A Swedish aided project with the Ministry of Water as a Computer Operator.

DUTIES 

•
Data Processing 

•
Secretarial Duties 

LANGUAGES

English, and Kiswahili fluent in both spoken and written.

COUNTRIES VISITED 

Germany, Tanzania and Zanzibar.

HOBBIES

Making new friends, reading, cooking and watching movies

EXTRA CURRICULUM ACTIVITIES 

Athletics, aerobics and dancing

