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FRACIAH 
Email:  fraciah.158248@2freemail.com     
VISA: Visit- Valid Till 24th October, 2017
CAREER OBJECTIVE 

A Professional seeking to provide high class expertise and knowledge to strong organization, that enables me to practice my skills and grow to my fullest potential. I am ready to add value and meet organizations goals and objectives by maximum utilization of the available resources. I am focused, self-motivated and an ambitious person. I strongly believe in team work and am meticulously organized and detail focused.
SKILLS PROFILE 

· Business development skills i.e. Sales and marketing

· Excellent interpersonal skills, leadership skills, team building and well developed communication and listening skills.
· Ability to make quick decisions and work under pressure, prioritizing.

· Effective time management with ability to work under minimum supervision.
· Ability to memorize protocol and guidelines

· A meticulous performer with good multitasking skills

· Very organized, creative and analytical with a positive attitude.

· Computer skills; proficiency in computer applications.  

ACADEMIC BACKGROUND
· (2011 – 2012) 

          :
            Thika Technical Training Institute






            Craft in Human Resource Management
                                                            Qualification: CREDIT
· (Jan- Sept. 2011)                   :            Vista Computer Center 
                                                            Certificate in Computer Applications


                             
· (2007 – 2010)

           : 
Gaitheri  Secondary School




                                                Kenyan Certificate of Secondary Education 
                                                            Qualification: C- (minus)

· (1998 -  2006)

           :
Githima Primary School 





                                    Kenya Certificate of Primary Education 
CAREER HISTORY/ EXPERIENCE
2015 – 2017        HR ASSISTANT  
                         MATCH ELECTRICALS LTD
  Duties and responsibilities
· Assist with Recruitment process from development of Job descriptions, Advertising, Short Listing, Interviewing, Testing, Selecting, Reference checks etc.
· Ensuring job requirements and expectations are clearly understood and candidates are    
assessed against appropriate criteria.
· Actively participating in all staffing related activities and engage in cross functional projects by tracking and reporting key metrics measuring design
· Administrative functions
· Assisting with work activities of staff relating to Compensation, safety, labor laws,  
· Counseling staff insurance and medical schemes
· Maintaining historical HR records and reports by designing a filing and retrieval system;  
· Keeping past and current records
· Other HR related duties as may be assigned.
· Executive support duties
· Maintenance and insuring office assets
· Office administration
· Making regular phone calls to clients to source for business

2012 TO 2013;    MEDISEL KENYA
                            PERSONAL ASSISTANCE
  Duties and responsibilities 

· Handling the reception, customer care duties, receiving documents and circulating to the     relevant officers 
· Typing departmental documents including minutes and other correspondences 
· Offering secretarial services to other departmental line managers 
·  Provide accurate, valid and complete information by using the right methods/tools 
· Handle complaints, provide appropriate solutions and alternatives within the time limits and follow up to ensure resolution  
· Effectively manage large amounts of incoming calls 
·  Ensure proper documentation and timely filing of all records and reports in line with the company’s quality management system
2013 To 2015;     MATCH ELECTRICALS
          CUSTOMER CARE/SALES ASSOCIATE                        

· Welcoming customers and providing them with an enjoyable shopping experience.

· Assisting customers in making selections when need be.

· Responsible of the display and ensure it is merchandised according to the brands policy.

· Up selling slow moving items by doing in-store promotions.

· Performing and maintaining telephone sales in the store data.

· Stock taking and performing inventory of stocks.

· Maintaining cleanliness within the working environment   
OTHER FACTS: SKILLS & HOBBIES

 Interest in travelling and socializing, Networking, Researching on the internet.
PERSONAL DATA

Nationality:       Kenyan,

Gender:            Female, 

Marital Status:  Single, 

Languages:      English and Swahili,

Gender:            Female.
REFEREES; upon request


