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To obtain a sales/service position that allows me to use my extensive experience interacting with customers in a consumer facing or business to business environment and to support fellow employees in achieving sales targets and company goals.
Academic Qualifications 
2010-2014 -Strathmore University 
Bachelor of Commerce Degree (Double major) in Marketing and Business Administration (2nd Upper)
2015-2017-The Chartered Institute of Management, United Kingdom

Higher Diploma in Service Administration and Management

Technical Qualifications 
· Over 2 years varied and increasingly responsible experience in secretarial capacities

· Highly skilled in receiving customers and answering phone calls

· Proven ability to handle multiple, competing priorities in an effective manner

· Excellent communication and interpersonal skills.

· An understanding of the need for stretching performance and sales targets 

· Commercial awareness and an understanding of the retail sector High-level computer literacy: PC, databases, email and internet, word processing and spreadsheets.

· Good planning, time management and event organizing skills

EXPERIENCE
Name of Company: Embassy-Chamber of Commerce
Designation: Sales Assistant.
Duration: May 2013-May 2015 (2 Years)
Place: (Nairobi, Kenya)

Responsibilities:

· Negotiating the terms of an agreement and closing sales
· Gathering market and customer information
· Representing their company at trade exhibitions, events and demonstrations
· Negotiating on price, costs, delivery and specifications with buyers and managers
· Challenging any objections with a view to getting the customer to buy
· Advising on forthcoming product developments and discussing special promotions
· Liaising with suppliers to check the progress of existing orders
· Checking the quantities of goods on display and in stock
Name of Company: The Intercontinental Hotel Nairobi
Designation: Events Assistant
Duration: March 2012-April 2013 (1 Year)
Place: (Nairobi, Kenya)

Responsibilities:

· General reception duties including answering and fielding telephone calls; circulating post; looking after visitors on arrival; arranging and serving refreshments

· Organizing the reception area and keeping information materials up to date

· General housekeeping – ensuring all meeting and exhibition rooms are in order on a daily basis; ensuring the kitchen is fully stocked; ensuring stationery supplies are stocked

· Full support for events including exhibitions, meetings of external groups and academic visitors

· Assisting with events planning, mail shots and follow up enquiries

· Assisting with preparation for events, including arranging rooms for meetings and receptions

· Assisting with hospitality arrangements, including serving of drinks and refreshments

· Regular evening work required
Overall Achievements

· Developed industry-wide market research reports 
· Improved the accuracy of budget forecasts.

· Established good working relationships with customers/clients.

· Implemented client service program, which expanded small-to-medium client base 35%
· Prepared and made power point presentations and excel data analysis and recording

· Undertook the activation and management of social media sites for social media marketing.

· Contributed to development of administration policies and employee claims processing.

· Actively involved in planning the annual calendar of events

· Made regular bookings and reservations
· Improved customer service satisfaction 3% annually through supply chain management initiatives, inventory control and flexible manufacturing practices.
· Achieved Employee of the Month Award – September2012
____________________________________________________________________________________
LANGUAGES 

English (fluent), Swahili (fluent)
PERSONAL
Date of Birth

:    

01 January 1992
Place of Birth

:  

Nairobi, Kenya
