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Dear Sir/Madam

SUBJECT: CURRICULUM VITAE INTRODUCTION LETTER
It’s through your organization that I desire to expand my professional horizons by seeking new challenges and to offer over two years in hospitality industry skills.

The accomplishment noted within the accompanying resume will illustrate the value i can add to the team given a chance. I am certain that my skills and experience when linked with your vision will serve to create dramatic results.

Having natural and acquired interpersonal communication skills have gained solid reputation for effective team work.

Given a chance the company will benefit from my outstanding ability to motivate the team and meeting the administration requirements accurately, peruse, analyze and handle any crisis and complete assignments with top notch efficiency.

As there is considerably more to relate, my objective is to establish an appointment to discuss the opening of how my talent, professionalism and enthusiasm can further advance the visibility of your reputable company.

RESUME

OBJECTIVE

My aim in life is to share my knowledge,skills and experience to gain more experience and impart knowledge and skills to others of different racial,social and cultural backgrounds.

PROFILE

A highly motivated individual,with good work experience,competent,reliable with a good eye for detail.Able to communicate effectively at all levels and handle day to day issues appropriately.

PROFESSIONAL EXPERIENCE

2010-2012-PHOENIX HAWKERS WARE AND ELETRONICS WHOLESALE AND RETAIL

DUTIES AND RESPONSIBILITIES

· Stock taking

· Receiving goods

· Keeping daily records

· Ensuring goods are in good order

· Stock verification

· Ensuring customer’s satisfaction

· General sales, whole sale and retail

JAN 2013-AUG 2013-THIKA ROAD SHOPPING MALL(BATA SHOE SHOP)

Sales assistant

Responsibility and Experience,

· Made arrangements and placed orders for new stock and supplies whenever necessary

· Responsible for upkeep of various appropriate records of materials recieved.

· Recieved deliveries of new equipment and ensured that all supplies were in proper order.

· Stored the supplies and items received in their designated place to avoid time wasted searching for items and general confusion.

· Issued the supplies as per the demand of the clients and maintained records of payments.

· Reported to the store manager on a regular basis regarding the need/demand of items so that the future orders could be placed accordingly.

EDUCATIONAL BACKGROUND

2009-2012-JOMO KENYATTA UNIVERSITY OF AGRICULTURE AND TECHNOLOGY (JKUAT)

· Attained a diploma in sales and marketing

2007-2009-Regional centre for mapping of resources for development (RCMRD)

· Attained a certificate in computer studies

2003-2006-MOI GIRLS SECONDARY SCHOOL ISINYA

· Attained a secondary level certificate.

1995-2002-ST MARYS RUARAKA PRIMARY SCHOOL

· Attained a primary level certificate.

SKILLS

· Languages: Fluent in English an Swahili
· Computer skills: Microsoft windows and excel

· Verbal and written communication skills.

· Skill in providing quality customer service.

· Skill in establishing and maintaining effective working relationship with customers and departmental personnel.

· Strong problem solving, negotiation and time management skills.

PERSONAL DETAILS

Date of Birth
6th June 1989

Marital Status
Single

Nationality
Kenyan

Height

165cm

Languages
English, Swahili
