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VIRGINIA WANGUI NGANGA





· GENDER                  :Female
· NATIONALITY       : Kenyan

· DATE OF BIRTH     : 3rd Sept 1982

· LANGUAGE
    : English and Swahili
OBJECTIVE: 

To join your prestigious firm where I can enhance my acquired knowledge and ability based on my 

Educational background and work experience.
EXPERIENCE:
 Jan 2013- July 2016
Silvery  link Company Ltd.
Position Customer care  Service
Responsibilities
· Greet and address customers in a friendly and respectful way.

· Dear directly with customer through  phone or face to face.

· Respond professionally to any customer inquiries and follow up all customer request in a timely manner.
· Maintain documentation of customer inquiries and respond for future reference.
· Organize workflow  meet customer timeframes.

· Handle and resolves customer complain and also handle dissatisfied customers in a polite  and  professionally way.
· Prepare and distribute customer activities reports
· Communicate and coordinate with internal department to address and resolve customer issues efficiently.
· Maintain customer databases and return customer calls in a timely manner to ensure customer satisfaction.
 April 2008 –May 2010

National Trading and Developing Est. Dubai

Position Sales lady / Cashier

Responsibilities
· Impress and get along with the customers at all times.

· Demonstrate how the product of service works to the customers.

· Bag the product purchased by the customers to buy the products.

· Call customers and potential customers over the phone and encourage them

· Maintain broad knowledge of all company products,  services and promotions all the time.

· Receive payment by cash, checks, credit cards vouchers or automatic debits.

· Issue receipts, refunds, and change to the customers.

· Count money in cash drawers at the beginning of my shift to ensure the amount is correct.

Dec 2010 –Oct 2012

Woolworths  Stores

Sales Executive / Cashier.
 Responsibilities                                                                                                                                                                                                                                                                          

· Welcomes customers by greeting them; offering them assistance.

· Directs customers by escorting them to racks and counters; suggesting items.

· Advises customers by providing information on products.

· Helps customer make selections by building customer confidence; offering suggestions and opinions.

· Documents sale by creating or updating customer profile records.

·  Processes payments by totaling purchases; processing checks, cash, and store or other credit cards.

· Keeps clientele informed by notifying them of preferred customer sales and future merchandise of potential interest
· Manage suggestive selling activities

·  Listen to customers’ grievances and offer to resolve their problems

·  Assist in demonstrating products when necessary

·  Manage receipts and coupons

·  Generate cash and transaction report
Jan 2003 – May 2003 

:Certificate in Computer Application 




Anvil Computer College

 Subjects covered 


Introduction to Computers 




Windows 2000/ Professional 




 Ms Word 



 Ms Excel



 Ms Access 




 Ms PowerPoint 
Jan2004- April 2004

:Certificate of Proficiency  



           (COP) 
College of Insurance 

Subject covered 

             Fundamental of Insurance





             General Insurance Practice 

Jan 2005- Oct. 2005 

:Record of Achievement





          CII London   

Subject covered 

          Business Practice
Jun 2004– May 2006

:Diploma in Business Management




           Bridge collage

Unit Covered


  International Business Communications





Business Management & Administration






Marketing











Accounting





Economics for Business






Organizational Behavior






 Business Law
 PROFILE:
I consider myself to have strong communication skills with the ability for leadership when and where required along with good “people skills". I am a highly self-motivated person, able to work under pressure in order to achieve target and meet deadlines as the industry dictate
.
  
 

HOBBIES:

Socializing; assisting people; swimming; traveling; music and dancing.
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