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OBJECTIVE:       


I am a Procurement / Supply Chain graduate, knowledgeable in procurement procedures, inventory tracking and management, transportation and distribution logistics and supply chain management.

I possess a comprehensive understanding of stock management techniques and can follow standard operating procedures and work in a systematic and tidy manner.

I am presently seeking a new and challenging role within a busy organization where I can make use of my skills and knowledge and be able to make an effective contribution to the business while continuing my own career development.

SKILLS & ATTRIBUTES:
· Excellent communication and interpersonal skills

· Computer proficiency (MS Word/Excel/PowerPoint/Outlook, Internet application) 
· Customer relation skills
· Knowledge of supply chain management, procurement  and related fields

· Reliable and dependable, high level of personal standards and attention to detail

· Excellent interpersonal, teamwork and analytical skills

· Proficient in Microsoft Office programs such as word, excel, outlook

· Have excellent numeracy, literacy and organizational skills

· Delivering excellent customer service to clients who visit the warehouse

· Ability to follow processes and procedure accurately

· Strong problem solving skills

· A comprehensive understanding of safety procedures
PROFFESIONAL EXPERIENCE
KENYA COMFORT HOTEL Accounts/ Purchasing  2012- Date. Responsibilities:
· Stock taking

· Data entry-QuickBooks

· Reviewing vender quality and pricing

· Conducting periodic checks on transactions to ensure organizational standards are upheld

· Handling banking and Bank Reconciliations

· Making payments to suppliers

KENYATTA NATIONAL HOSPITAL
Purchasing Officer 2011
Responsibilities:
· Inspected the goods and services supplied(inspection)

· Wrote requests in the local purchase order book

· Made payment requisitions

· Filled and distributed supplier evaluation form

· Sorted quotations and attached them on LPOs and LSOs

· Performed stock taking

· Ensured accurate materials scheduling

· Classified goods in the store as per their value and frequency usage

· Prepared agenda to the tendering and procurement committee

EDUCATION:

· ADVANCED DIPLOMA IN PURCHASING AND SUPPLY

· level 5, (CIPS-UK), Awaiting results

· FOUNDATION DIPLOMA IN PURCHASING AND SUPPLY

· level 4, (CIPS-UK),

 2012
· BACHELOR OF PROCUREMENT SUPPLY CHAIN MANAGEMENT
· Makerere University, 
2009

· TORORO SECONDARY  SCHOOL
2008
· A-level, 

· MBUGITI SECONDARY SCHOOL, 
2006
· O-level
INTERESTS AND HOBBIES:
· Football, Cycling, Swimming, Networking
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