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CAREER OBJECTIVE
To fully exercise my skills and talents developed through trainings and experience in order to deliver professionalism while at the same time gaining practical experience and exposure that will facilitate successful performance in the business environment.

Experience 1
Position

: Customer Service & Sales Representative
Organization

: Nairobi Uniform Distributors Limited
Period


: Jan 2014 – Present 

Major Responsibilities
· Promotes goods and services to customers and negotiate with the aim of maximizing profits.
· Listening to customer requirements and presenting appropriately to make a sale
· Maintaining and developing relationships with existing customers in person and via telephone calls and emails
· Data entry  such as updating records entering data in spreadsheets and filling

Experience 2
Position

: Cashier
Company

: Sayun Cooperative Agencies
Period


: Nov 2012 – Nov 2013
Major Responsibilities

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

· Issue receipts, refunds, credits, or change due to customers.

· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.

· Greet customers entering establishments.

EDUCATION
Certificate 
: 
Certificate in Graphic Design
Institute
:
Nairobi School of Art & Design College.

Period
:
July 2012 - Sept 2012
Certificate
:
Secondary School – “O level”

Institute
:
Ruaraka High School Nairobi
Period

:
JAN 2006 – NOV 2009
COMPUTER SKILLS
· Keyboarding – professional typing skills

· Microsoft word – production of finished word documents
· Microsoft excel – spreadsheet solutions, worksheet enhancement

· Microsoft access – database management and manipulation

· PageMaker – designing publications and related documents
REFEREES

Available upon request
