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A highly organised resourceful Administrative assistant who has demonstrated the ability to manage client expectations by ensuring the delivery of the highest quality service.  I have extensive knowledge of principles and practices of basic office management including general administrative, organizational, program planning and implementation. 
I am a hard worker and always eager to learn while at the same time enhancing program activities by providing superb administrative skills that has consistently driven growth and positive results. 
Personal Details:

· Date of Birth: 13th  July 1989
· Marital Status:  Single  
Education and Professional Qualification:

· Bachelor of Arts Degree in Peace and Conflict Resolution Studies, Africa Nazarene University 2013 to Present (Ongoing, Part Time).
· Diploma in International Relations and Diplomacy, Kenya Polytechnic University College – September 2007 to July 2009
· Certificate in Chinese Language, Omni tech Computer Services- February 2008 to May 2008
· Certificate in Computer Operator Course, Kenya Institute of Professional Studies- May 2007 to July 2007

 

Key Professional Skills and Competencies:
· Strong Working knowledge of Microsoft Office Suites Word, Excel, Access, PageMaker, internet, Outlook and PowerPoint.
· Attentive to detail, accurate and a keen observer especially while reconciling of daily administrative reports.  

· Ability to work under pressure, to meet tight deadlines without compromising the quality of work.

· Expert in Setting up and maintaining job files in accordance with Company work instructions and applicable project instructions. 
· Can prepare correspondence, presentations and reports as required. 

· Organized and demonstrated the ability to follow-up on outstanding requests for resolution. 
· Responsible for the setup and coordination of project and office meeting facilities. 

· Capable of handling phone coverage and switchboard PABX telephone systems.
· Knowledge in document distribution, scanning, copying.
· Excellent Client Service skills and an understanding of the importance of building long term professional relationships in any business.

· Gained significant Knowledge in Public Relations, Entrepreneurship, Human resource management, Public administration, International trade, communication skills among many others.
· Fluency in English, Swahili languages.
· Team player who maintains good working relationship with people from diverse backgrounds.
· Well organized, attention to detail and maintains time to the highest order.

· Competent driver and Holder of a valid driving license. (Kenyan).
· Confident communicator and able to express and interpret technical data in a clear understandable manner.

PROFESSIONAL EXPERIENCE
Administrative assistant/ Receptionist;
May 2013 to September 2014;
Duties and Responsibilities:

· Answered telephone calls and conveyed timely messages.

· Managed the reception area and coordinated the flow of clients.
· Typed quotations and relevant letters.
· Assisted in the sales department.
· Organized and maintained files and documents.
Key Achievements;

· Maintained a comprehensive contacts list for both internal and external contacts relevant to the company.
· Attended to stakeholder meetings, planned and coordinated multiple office meetings for over (100) visitors on arrival at our company.
· Assisted with external and internal correspondence management.
Medical secretary /Personal assistant;
Aga Khan University Hospital- June 2010 to April 2012;
Duties and Responsibilities:
· Managed the reception area and coordinated the flow of clients.
· Prepared dictated medical reports.
· Scheduled appointments for patients, Organized and maintained patient files and documents.

· Retrieved documents and maintained the office diary.
· Received, raised appropriate invoices.
· Handled petty cash and monitored the use of basic office supplies and ensured that they do not run out.
· Screened phone calls, enquiries and requests and handled them appropriately.
· Handled efficiently administrative, logistics and procurement activities.

Key Achievements;

· Responded to a variety of inquiries from a variety of internal and external parties and provided information and direction in facilitating communication among parties.

· Scheduled a wide variety of activities e.g. appointments that led to efficient service delivery and patients, were served in a timely manner.
Other Significant Experience;

· Sales & administrative assistant ;  Micnelest (K) Limited-September 2014 to December 2014 ;

· Research Assistant; Research International Nairobi- January 2009 to December 2009;

· Office Assistant; Network of Aids Research in East and Southern Africa (NARESSA) – June 2008 to December 2008;

Interests and hobbies
· I enjoy Interacting with people from diverse backgrounds, learning different cultures.
· Enthusiastic reader, interested in researching and being up to date with global news.
· I regularly participate in Team building activities, hiking and camping.
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