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PERSONAL SUMMARY 
An ambitious individual who enjoys taking on responsibility and has a successful background in retail sales. Someone who enjoys spending time with clients & who is constantly looking for opportunities to build relationships with them. Now looking for a suitable position with a company where advancement is  based on individual value & performance.

WORK EXPERIENCE 

Collection

Sales Associate (August 2013 – August 2014)

· To ensure that each customer receives outstanding services by providing a friendly environment which includes, greeting and acknowledging every customer, maintaining solid product knowledge and all other aspects of customer service.

· Maintaining an awareness of all promotions and advertisement..

· Assist in processing and replenishing merchandize and monitoring floor stock.

· Responsible for receiving and dispatching stocks in and out of the store.
China Railway Engineering Group (k) ltd

Receptionist (Oct 2011 – May 2013)

· Prepare and edit correspondence, communications, presentations and other documents.

· File and retrieve documents and reference materials

· Conduct research, assemble and analyses data to prepare reports and documents

· Manage and maintain executives schedules,appointments and travel arrangement
· Arrange and coordinate meetings and events

· Record, transcribe and distribute minutes of meetings

· Monitor, respond to and distribute incoming communications

· Answer and manage incoming calls
RED ROSE BEAUTY SALON
Sales Assistant (Mar 2009-Aug 2011)
· Providing guests with the highest standards of beauty care and attention.

· Meeting and greeting customers when they arrive. 

· Ensuring the beauty salon is run efficiently and effectively. 

· Selling beauty care products at every opportunity 

· Keeping the Beauty Salon to a high standard of hygiene, cleanliness and tidiness. 

· Charging customers and taking payment from them. 

· Handling customer comments and complaints in a professional manner.  

· Promoting and selling beauty products.

EDUCATION BACKGROUND

1) Jan 2007- Nov 2008: Universal College - Diploma in Executive Studies.

2) July 2006 - Dec 2006: Williams College of Computer Studies

3) Feb 2001 - Nov 2005: Dr Maurice Dangana highschool(  KCSE)
PERSONAL DETAILS:
Nationality                Kenyan

Gender                       Female

Religion                    Christian

Marital Status         Single

Languages               English, Swahili

Visa                           Visit visa
