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Career Objective 

Seeking a suitable position in the area of Customer Service, Public Relation, Secretarial, Help Desk this will enable me to utilise my Customer Service and People Skills.

Summary

· Fluent in English, written and verbal

· Highly organized and proactive, with meticulous attention to detail at all times

· Confident and a strong communicator on all levels

· Smart appearance and professional demeanour

· Able to multitask and prioritise

· Have excellent communication and customer care 

· able to explain solutions clearly to technical and non-technical clients 

· Able to keep accurate administrative records 

· Enjoy outdoor recreational and sporting activities
Experience 

Lifecare International
Company Industry: Insurance 
Job Role/Department: Customer Service & Sales
Administration Executive Financial Services (July 2010 – October 2012)
· Contacted clients and set up meetings. 
· Make sure all new business has been set up and follow through on all outstanding requirements.

· Make sure that the existing portfolio is up to date and follow through on outstanding requirements.
· Analyzed information and prepared plans best suited to individual clients' requirements.  

· Provided clients with information on new and existing products and services. 

· Assisted clients to make informed decisions. 

· Researched information from various sources, including providers of financial products. 

· Negotiated with product suppliers for the best possible rates. 

· Liaised with head office and financial services providers. 
· Kept up to date with financial products and legislation. 

· Contacted clients with news of new financial products and changes to legislation regarding their savings and investments. 

· Prepared and sent out annual summaries of investment and pension details to clients. 
· Achieved client satisfaction and loyalty through excellent service.
Junior Sales Consultant (Feb 2010 to June 2010)

· Build a profitable and sustainable portfolio of Health Insurance based New Business for Lifecare International
· Build and maintain relations with relationship managers/contact points in insurance companies with whom we have contracts.
· Provide expert advice and guidance to new prospective clients within the UAE health insurance market relative to BUPA international products and /or products and services provided by an accredited panel of international and domestic health insurance underwriters.
· Gain a comprehensive understanding of the health insurance industry/practices and the business community in the UAE.

· Obtain referrals/self-generated leads for New Business

· Identify and establish sources of obtaining new lead generation

· Identify and establish sources of strategic alliance partnerships

· Engage in training sessions with new and existing insurance companies as and when required.

· Manage assigned incoming leads and convert to sale
· Understand the requirements of each lead enquiry, individual/corporate through a thorough fact find mechanism

· Send quotation requests to insurance companies if proposal cannot be prepared in house.
· Conduct meetings with potential clients as and when required; internal and external

· To sell and promote ONLY the range and products and services as authorized and provided by the company.
Renewal & Retention Consultant (March 07 to Feb 2010)

· Maintaining a list of all Lifeline renewal packages available, recording the received package and following up on the pending renewals to ensure proper/accurate documentation of files, papers and folders.
· Intimating the clients about the renewal packages, complete information of the package and arranging for delivery of the documents to clients at the assigned area.

· Regularly informing clients on their renewal dates either by email or telephonic reminder, researching/providing alternative options available for renewal procedures to preserve the clientele in LCI. 

· Efficiently filing, regularly updating of personal information, papers, and documents, recording all activities, results / conversations

· Researching the current market scenario about competitor’s product information, advantages, disadvantages, parallel products availability, price variations, etc. to keep abreast/updated on latest industry trends. 

· Assisting the renewal team manager in effectively performing group renewal process and following up on pending documents/cases. 

· Coordinating activities of several departments, maintaining a healthy long term relationship with other team members and departments, aiding the preparation of weekly/monthly reports and submitting the same to the top management to keep track of any outstanding issues with BUPA


Splendid Sports Events

Company Industry: Arts/Entertainment/and Media 
Job Role/Department: Administration 

Personal Assistant to MD (October 06-February 07)

· Responding to routine correspondence

· Responding to visitors and telephone calls

· Compiling reports and scheduling meetings, appointments and extensive diary management

· Handling travel arrangements, coordinating for international clientele

· Taking minutes at meetings

Wamad International UAE

WAMAD IT Services Company (WAMAD) is a leading IT and professional services company having extensive experience and expertise in the areas of banking applications, Business Process management, etc. in the Middle East and Africa.
Technical Support Consultant(March 06-August 06)

· Provide pre-sales support for matrix42 Empirum.  

· Prepare matrix42 Empirum proposals for customers. 

· Conduct matrix42 Empirum presentations.  

· Conduct matrix42 Empirum proof-of-concept for clients.  

· Participate in matrix42 Empirum implementation.  

· Train users on matrix42 Empirum.

Cyber Networks (ICT) Ltd.

The organization is accredited and authorized to train for Microsoft, Oracle, CISCO and the Computing Technology Industry Association (COMPTIA).

Network  Administrator (April 04- Jan 05)

· redesign of the office Lan 

· Configuring of servers and clients installing and updating Norton antivirus software 

· Support for ms office suite of software procurement and installation of new equipment 

· Provided support to clients in terms of hardware and software installations and maintenance 

Education & Courses 

United States International University (2002-2005)

Graduated with a Bachelor of Science degree in Information Systems & Technology

St. Georges Secondary School (1994-1997)










Nairobi,Kenya

Infotech Computer Training College  (1998-1999)

· Diploma in Computer Systems and Applications

· Certificate in Computer Systems and Applications


Nairobi,Kenya

Language Skills

· English - Excellent

· French – Intermediate

· SWAHILI - Excellent

Strength

· Detail oriented, proficient organizer with the ability to delegate and train others

· Team player with emphasis on quality and efficiency

· Hard working and enjoy taking up new challenges

· Professional with pleasant personality
Personal Details

Nationality:
Kenyan



Gender: Female

Date of Birth: 29 JUNE 1979



Marital Status: Single
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