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CV No: 1152228
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686                                                                                                                                                                    

GENDER

: FEMALE

NATIONALITY
: KENYAN

VISA STATUS
: VISIT VISA

AVAILABILITY
: IMMEDIATELY

LANGUAGES
: ENGLISH AND SWAHILI (FLUENT) 
CAREER OBJECTIVE:

To obtain a position within an organization that enables me to utilize my extensive experience and academic background in order to effectively manage business activities and achieve assigned goals.

Position seeking for: Retail Sales Executive      
QUALIFICATION HIGHLIGHTS:

· Excellent organizational, analytical and interpersonal skills
· Good customer service and communication skills.
· Dedicated and committed, willing to take on challenging roles, tough assignments and work to tight deadlines.

· Professional banking operations and accounting operations with over seven years of experience. 
EDUCATIONAL BACKGROUND:

· Bachelor of Administration (Accounting and Finance options)

  

Kenya Methodist University – Kenya.

· KATC I AND II,C.P.A1 

· Diploma in Computer Studies 

Kenya Polytechnic University College

 Computer Packages:                                       

      Windows 2000, Microsoft Word, Power point, Ms Excel, Internet & E-mail, Oracle, ERP Quick Books and Computer Programming (VB, COBOL)
WORK EXPERIENCE 

Leading Company (2012 – 2013) ACCOUNTS CLERK
Duties:
· By aid of oracle system I performed system payment, inquiry and matching of invoices with goods received vouchers, sales orders, and purchase orders. 
· Check if invoices have required approvals before posting them. Validating of invoices in the system and printing of cheques and wire transfers.

· Allocating travel allowances and petty cash to sales men and logistic teams to pay for road toll/passes.

· Performed settlement of advances given to employees and logistic officers and offsetting of refunds against debit notes.     

· Making compliance reports of avoiding double payments and putting controls of the entire payable department. Releasing due cheques and wire transfers according to terms of payment
STANDARD CHARTERD BANK (2008 – 2012) 

CUSTOMER SERVICE (Nairobi - Kenya)

Duties:

· Manage the front office desk ensuring prompt response to walk in customers and visitors.

· Guide the visitors to the officers whenever they need to go and attend to customers without delay.

· Ensure efficient and prompt handling of all customers inquiries/complaints whether relayed by phone, letter, and email or in person.

· Reconciling of bankers cheques and suspense accounts. Responsible for inward clearing. Responsible for all operational activities in cash, clearing transfers and fx.

· Ensure cash shortages/excess is immediately reported to the retail manager and investigations done as quickly as possible, Managing security inventory and stationary

· Daily basis including customer cheques books held, bank drafts, fixed deposit receipts
· Sales and marketing of banks products and services.

TELLER 
Duties:

· Dispense and receive physical cash, cheques, traveler’s cheques, drafts and other financial instruments over the counter to walk-in primarily prestige and corporate banking customers.

· Refer any transactions in excess of teller limits to the next level for authorization.

· Capture all transactions on the bank’s system and ensure that all transactions are properly authorized before processing.

· Carefully counts all cash received or dispensed to ensure that errors are avoided.
References: Available upon request.
