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CAREER OBJECTIVE
To be associated with a progressive organization that provides career growth potential, providing opportunities for advancement while allowing me to utilize my experiences and skills with dedication and commitment thus contributing to the growth of the company and myself.
POSITION APPLIED FOR: 
Customer Service/Secretary / Receptionist / Administrative Officer / Assistant in accounts
SKILLS AND PROFICIENCY
· Eager, quick learner and good communicator.
· Team player and flexible
· Computer literate and able multitask
· Ability to work under minimum supervision. 
· Integrity and professional
· Well verse in administrative works (/ Purchase Order, Inquiries, Quotation / invoice)
· Accounting works  (Petty Cash Custodian, Accounts Payable, Accounts Receivable, Telegraphic Transfer, WPS)  
· Well Verse in MS office (MS word, MS PowerPoint, Microsoft outlook, MS excel) 
· Salesmanship Skills (Indoor sales / Telesales)
· Good Typing and Clerical Skills.
· Customer Service and knowledge of Dubizzle advertising
Working Experience
January 2015 -present White Line Furniture upholstery and interior Decor, Alqusais 5, Secretary cum General Office Administration.
· Devising and maintaining office systems, including data management and filing;
· Meeting and greet clients and ensure they are comfortable
· Arranging travel, visas and accommodation and, occasionally, travelling with the manager to take notes or dictation at meetings or to provide general assistance during presentations;
· screening phone calls, enquiries and requests, and handling them when appropriate;
· meeting and greeting visitors at all levels of seniority;
· Organizing and maintaining diaries and making appointments;
· Dealing with incoming email, faxes and post, often corresponding on behalf of the manager;
· Carrying out background research and presenting findings;
· Producing documents, briefing papers, reports and presentations;
· Organizing and attending meetings and ensuring the manager is well prepared for meetings;
· Liaising with clients, suppliers and other staff.
June 2014 -Dec 2014, Fair Advertising llc, Sales Administration, Office Administration..
· Answer telephones, direct calls, and take messages.
· Maintain and update filing, inventory, mailing, and database systems, manually & electronically.
· Collect, count, and disburse money, do basic bookkeeping.
· Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders, and address complaints.
· Complete and mail bills, contracts, policies, invoices, or checks.
· Open, sort, and route incoming mail, answer correspondence, and prepare outgoing mail.
· Complete work schedules, manage calendars, and arrange appointments.
· Review files, records, and other documents to obtain information to respond to requests.
· Train other staff members to perform work activities, such as using computer application.
Jan 2014-May 2014 Sales Administrator Cum Office Administration Mountain Fresh
· Data entry, data management, stock taking and stock analysis
· Handling and solving customer complaints and following up on customers through calls.
· Receiving cash, writing invoices and issuing change to clients.
· Make and record appointments - Operate office equipment such as photocopiers, fax.
· Manage office supplies as required - Organizing business travel and accommodation .
May 2012-Dec 2013 General Office Administration Cum Account Assistant, Porters House, Kenya
· Writing and issuing receipts, writing minutes for meetings
· Maintaining monthly, weekly daily report of transaction
· Working with spreadsheets, sales and purchasing ledgers and journals.
· Administration like filing, book keeping and record keeping and preparing statutory a/cs..
· Calculating and checking to make sure payments, amounts and records .
· Sorting out incoming and outgoing daily post and answering any queries. 
· Managing petty cash transactions, controlling credit and chasing debt 
· Reconciling finance accounts and direct debits.
March 2007-March 2009 waitress/bar tender  Serena hotel
· check with the customers to ensure that they are enjoying their meals and correct any problems.
· collect payments from customers.
· memorize order enter orders into computer for transmittal to kitchen staff.
· prepare checks that itemize and total meal costs.
· take  orders from patrons for food or beverages
· check patrons identification to ensure that they meet minimum requirements for consumption of alcohol and beverages.
· serve food and beverages to patrons  and prepare and serve specialty dishes as required.
· inform customers of daily specials
· presents menus to patrons and answer questions, making recommendation upon request.
· cleans tables or counters after patrons have finished dining..
ACADEMIC QUALIFICATIONS
· August 2009 – August 2012: BACHELOR DEGREE BUSINESS ADMINISTRATION (Kampala international University) (Second Class Honor, Upper Division.) 
· August 2007-August 2008: DIPLOMA IN FAITH AND RELIGION (Lutheran church)
· August 2006- June 2007:CERTIFICATE PROJECT MGT AND SOCIAL WORK  (Cedat institute)
· Jan 2006-August  2006: CERTIFICATE COMPUTER PACKAGES( Worldwide Web )
· Feb 2000-Nov 2005:  HIGH SCHOOL CERTIFICATE K.S.C.E (Olasiti Secondary School)
HOBBIES
Athletics, Travelling, Cooking, Reading motivational books, Photography, Swimming.
PERSONAL DATA
Nationality:             Kenyan
Languages:              English, Swahili
D.O.B:                     14TH Sept 1987
Visa status:              cancellation on process.
Referees:        Available upon request
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