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	Career Objectives:
To contribute my strong interpersonal,communication and organizational skills in an innovative and
dynamic  environment and to improve the community’s living standards by achieving the set goals and objectives.

Personal Details

   Nationality     :Kenyan
   Date of Birth  :25th may 1990

   Marital Status :Single

   Visa Status     :valid up to 18th July

   Language       :English, Swahili and basic French

Personal Attributes

· Highly Organised, Efficient and Versatile Team Player.
· Dedicated and committed, willing to take on challenging roles,tough assignments and to work in  tight deadlines.

· Handling customer problems and complaints professionally,effectively,preserved at a minimum level and resolved to the highest level of satisfaction.
· Excellent keyboard proficiency,

· Trustworthy and honest
Education and professional Qualification
2011-2013    Trans-Eastern Aviation College

Diploma in Cabin Crew, Tourism and Tourism, Customer Service, French.

      2010-2011    Zetech College Developing Careers
                             Certificate, End User professional part 1 and 2

      2006-2009    Ofafa Jericho High School

                              Kenya Certificate of Secondary Education

      1998-2005    St.Josephs Primary School

                              Kenya Certificate of Primary Education
      Key Professional Skills and Competence

· Strong Working Knowledge of Microsoft Office Suites, word, excel, Access, PageMaker, Internet , 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.

· Organized and demonstrates the ability to follow-up on outstanding requests for resolutions.

· Excellent Client Service skills and understanding of the importance of building long term professional relationships in any business.

· Fluency in English, Swahili and basic French 
· Expert in setting up and maintaining job files in accordance with Company work instructions and applicable project instructions
 Working Experience

      Jan 2014 to date-Customer Service Agent/Sales Representative
Roy Hauliers limited Company

Roles played:

· Control of Entry and Egress of visitors, contractors and customers

· Responding to customers Queries and solving them appropriately

· Ensuring satisfactory Services to all the parties involved

· Answering telephone calls and making appropriate transfers

· Maintaining Records as per required procedures.

August 2013 to Jan 2014

Galleria Mall

Customer Service Assistant

 Roles Played:

· Creating and maintaining documents[spread sheets, word document
· Call Centre location manager

· Answering and responding to customer queries

· Directing Customers

· Sorting mails

· Book keeping

· Assisting in Payrolls

· Assisting directors and other staff as required

· Provide with Administrative service         
Interests and Hobbies
Reading Inspirational Books

Participating in Community development programs

Playing Basketball

Swimming

Travelling

I enjoying Interacting with people from diverse backgrounds, learning different cultures
Interested in researching and being up to date with global news

References:

Will be given upon request

	



