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CURRICULUM VITAE                                                
CUSTOMER SERVICE/ADMINISTRATOR
BEATRICE 
EMAIL: Beatrice.135244@2freemail.com 


PROFILE
Dedicated to provide excellent customer service with positive attitude and charm aimed at achieving the company’s objective and ensuring customer’s satisfaction and willingness to come back.  
CAREER OBJETIVES
 I am seeking a dynamic and challenging position in customer relations department of an innovative organization where I will utilize my expertise. 
EXTRA SKILLS/VIRTUES:
· Ability to be tactful but assertive, with the ability to deal with difficult situations politely but firmly
· Calm under pressure

· Confident, friendly and good with people 
· Sensitive and reassuring towards people who are anxious or upset

· Ability to work quickly and efficiently

· Enthusiastic, flexible and positive attitude towards providing excellent service to our customers.

· Excellent organizational and time management skills

· Ability to provide excellent service within a multicultural team environment
WORK EXPERIENCE
May 2013-To date

Danfoss FZCO

POSITION: ADMINISTRATIVE CLERK

At Danfoss FZCO, these are my responsibilities
· Supervising general office cleanliness and making sure all is tidy before members of staff report to the office

· Sending and receiving all courier and distribution to relevant department

· Managing the switch board

· Booking tickets and hotels and following up for staff as their work involves travelling a lot

· Drafting Local Purchase Orders and sending them to relevant companies to provide goods and services

· Assisting the marketing team in labeling, storing and issuing of catalogues and stock control plus reordering when stock finishes

· Receiving, forwarding and sending emails as I am the first contact person through the company email for all enquiries

· Stock control on all office stationery and distribution plus reordering

· Making sure there is enough supply of snacks in the office.

· Meeting and greeting all walk in guests 

· Giving monthly reports to the manager on Local Purchase Order status plus catalogues and manuals

· Filing of documents.

May 2011-May 2013
Dulsco Outsourced Staff (Danfoss FZCO)

POSITION: FRONT OFFICE /CUSTOMER SERVICE REPRESENTATIVE
At Danfoss FZCO, these are my responsibilities
· Supervising general office cleanliness and making sure all is tidy before members of staff report to the office

· Sending and receiving all courier and distribution to relevant department

· Managing the switch board

· Booking tickets and hotels and following up for staff as their work involves travelling a lot
· Drafting Local Purchase Orders and sending them to relevant companies to provide goods and services

· Assisting the marketing team in labeling, storing and issuing of catalogues and stock control plus reordering when stock finishes

· Receiving, forwarding and sending emails as I am the first contact person through the company email for all enquiries

· Stock control on all office stationery and distribution plus reordering

· Making sure there is enough supply of snacks in the office.

· Meeting and greeting all walk in guests 

· Giving monthly reports to the manager on Local Purchase Order status plus catalogues and manuals

· Filing of documents.

March 2008-May 2011
Dulsco Outsourced Staff (Client-Etisalat Academy)

POSITION: ADMINISTRATOR/CUSTOMER SERVICE REPRESENTATIVE
DUTIES AND RESPONSIBILITIES
At Etisalat Academy Sports and Leisure Club, these were my responsibilities;

· Overseeing the receptionist handling all the enquiries from all the guests both walk in and telephone calls
· Showing guests around the recreation center
· Events coordination liaising with the events manager.
· Assisted aerobics instructors during classes by attending and being used for demonstrations.
· Advising guests on appropriate memberships suitable for them.

· Coordinating with fitness instructors on class scheduling and administering members in particular classes and making sure the class setup is well before the class, the classes start and end in time and all the attendees are in at the specified time.
· Member registration and renewals

· Updating the MS Excel database with new and renewed memberships

· Creating weekly and monthly reports on all the members

· Filing all the receipts and application forms

· Booking for members facilities like indoor badminton and squash and making sure there is no double bookings

· Making sure the facility is clean and supervising the subordinate in ensuring this is achieved

·  Sending all maintenance requests and purchase requests to head office and making follow-ups
· Doing purchase requests of goods and services required by the recreation center
JULY 2004-NOV 2007

INFOTECH TRAINING CENTRE
POSITION: CUSTOMER CARE SUPERVISOR, TRAINING CO-ODINATOR AND SALES ASSISTANT.
DUTIES AND RESPONSIBILITIES:
I held the above posts during my tenure with InfoTech Training Centre and the following are summarized duties and responsibilities that I performed;
· Making sure the front office staff was professionally handling incoming enquiries from clients
· Security check on all the students coming to the institution

· Monitoring all utilities in the building with particular attention to such things as water
· Assigning instructors with students who enrolled for different courses.

· Supervising housekeeping staff to make sure general cleaning has been done and maintained properly.

· Thoroughly and efficiently gathering client information, assessing and fulfilling customer needs and educate them where applicable
· Continuously evaluating and identifying opportunities to drive process improvements that positively impact our clients
· Assisted in receiving and responding to all telephone calls and managing the switchboard.

· Filing documents and ensuring safety and speedy retrieval of documents.

· Handling and drafting routine correspondence. 

· Maintain a balance between company policy and client benefit in decision making.
· Assisted in inventory tracking, order fulfillment, sales event preparation and other duties assigned.

· Invoicing and receipting of all clients registrations.

· Assisted the sales team with incoming training requests for new products.

· Collecting data for marketing intelligence.
· Making sure that all goods that are ordered are in good shape.
· Travel arrangements for the Manager when going for business trips.

· Organizing the diary of the manager and setting all his appointments
EDUCATIONAL BACKGROUND: 

2004-2006
Institute for Management of Information Systems (United Kingdom Based course)
Higher Diploma
Business Information Systems
· Software Engineering

· Networking

· System analysis and design

· Applications Development

· Management of Information Systems

Diploma

· Information Technology 1 and 2
· Business communication

· Financial and quantitative methods

· Programming using Visual Basics

· Micro computer and networked systems
InfoTech Training centre 
Certificate in computer applications: Ms DOS, Windows 98 and advanced, Ms word, Ms excel, Ms access, Ms PowerPoint, Email and internet , Corel draw.
Trained in Macros, OPERA Systems and Club Runner system
1996-1999
Alliance Girls High School (K.C.S.E)
SOCIAL RESPONSIBILITIES AND HOBBIES:
· Meeting people and making friends
· Reading books and other educational material
· Exercising and doing fitness classes
  

BIO DATA
Nationality                       Kenyan

Marital status                  Married
Language                         English, Swahili
Visa status:                      Employment
Sex;


      Female
