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CURRICULUM VITAE:
CONTACT DETAILS
Name: Elisheba
E-mail:  elisheba.149895@2freemail.com 
PERSONAL DETAILS 
Date of birth      : 3rd August 1992
Nationality         : Kenyan


 

Visa                      : Visit Visa 

Languages
   : Fluent in English           

Marital status    : Single
CAREER OBJECTIVE

To work for a company that exposes me to new challenges where I can utilize my knowledge, skills, experience and creativity in realizing the company’s daily objectives and ultimate vision.

EDUCATION BACKGROUND:           

Sept 2010 – Dec 2015    University of Nairobi

            Bachelor of Commerce (Procurement and supply chain Management option)
Feb 2006 – Nov 2009    Kijabe Girls High School

            Kenya Certificate of Secondary Education
            Mean Grade C+ (Plus)
Jan 1998 – Nov 2005    Mountain View School

            Kenya Certificate of Primary Education
          
WORK EXPERIENCE 
DESTINYLAND INVESTMENTS LTD. Sept 2016 – July 2017
Position: Supervisor and Sales agent

Duties and responsibilities

· Monitor and appraise the performance and junior sales agents.

· Conduct training to new staff on the daily operations of the company.

· Bring in new business to the company in form of new clients to purchase land.

UWEZO MICRO FINANCE BANK LTD.  Aug 2016 – Sept 2016
 Position:   Business Development Officer
Duties and responsibilities 

· Computation of statistical records based routine or special course of information.
· Processing of human resource statistics.
· Appraise customers to know their credit worth
· Accounts opening
· Provide information about products to the clients
· Mobile banking registration
· Prepare loan files for presentation
· Attending trade exhibitions

· Negotiating contracts and packages

MODEST APAREL KENYA      Jan 2015 – Aug 2016:   
 Position: Sales Executive 
Duties and responsibilities 

· Consistently create a welcoming environment for the customer by greeting and assisting them

· Spearheaded high levels of customer satisfaction through excellent sales service

· Contributed to merchandizing ideas at team sale meetings

· Increased purchase totals by using sells techniques (cross sell and up sell)

· Organized items in visually appealing manner

· Maintained up-to-date knowledge of customer buying habits.

· Stocked and restocked inventory when shipments were received.

· Remain knowledgeable on products, offer and discuss available options

CITY PANEL BEATERS AND PAINTERS LTD Oct 2013 – Dec 2014    
  Position: Receptionist
Duties and responsibilities 

· Filing and supervising records management
· Issuing and receiving stock.
· Receiving and documenting all complaints.
· Receiving and directing correspondences to relevant departments for action and follow up deadlines.
· Document and follow directives issues to departments.
· Computation of statistical records based routine or special course of information.
· Processing of human resource statistics.
MEGRA KENYA LIMITED Feb 2011 – Aug 2012     
 Position: Executive assistant
Duties and responsibilities 

· Ensured timely payment for service providers and clients.
· Management of Office protocol
· Processing data
· Personal assistant to the executive director
· Monitoring the director's diary.
· Maintaining general tidiness around the office.
· Planning the day to day activities in the office
HOBBIES
· Reading

· Making new acquaintances
· Lending a hand
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CORE STRENGTHS





Teamwork


Keen to detail


Reliable


Diligent


Honest


Hardworking


Ambitious


Creative








AREAS OF INTEREST


Administration 


Customer service


Secretary 


Front Office


Sales and Marketing


Public relations


Store keeping

















Skills:


Dealing with customers


Direct marketing


Receptionist


Analytical skills


Warehouse operation.


Purchasing


Sourcing 
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