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JOB OBJECTIVE
A position in any field related to my earned skills and experience with an emphasis on customer relations, Office management & Administration and Data clerk positions.
Specific skills & Competencies:
· Skilled team builder with a talent in leadership.
· Excellent interpersonal, interactive and socializing skills.
· Excellent organization, multitasking and planning skills.

· Strong negotiation and persuasive skills.

· Self-starter and a result oriented person.

· Strong analytical and problem solving ability.

Career Achievements:

My enthusiasm and self-driven approach to work has seen me rise in the positions I have held  in my previous jobs. 
Work experience:
 Supervisor - Data Clerk Officer. (Contigent staff-Transguard Group Co.) 
 Emirates Airlines Engineering Centre - Aircraft Assets Management Department: May 2012 – To March 2015:
· Setting up and creating an electronic phase-out database as required by the office during the phasing out activity as per the company’s procedures.
· Verifying, updating and correcting source data and auditing the same before compiling and transferring it into digital database during aircraft evaluation and aircraft phasing out activity.
· Saving of the coded and processed documents into required electronic format.
· Scanning, uploading and systematically electronically archiving all records required in the phase-out activity and entering the information into designated database.
· Routing of the required data to the appropriate staff via internet and telephone.
· Liaising with all departments that require  our records’ assistance 
· Assisting in the various administrative duties in the office.
Business Relationship Officer/Business Development Officer:
Business Club Savings Credit Co-operative Bank: Aug 2009 – November 2011

This is  an SME set up to empower low income earners in Kenya.

· Identifying and pursuing new business opportunities.

· Converting referrals into sales.

· Implementing sales strategies to ensure targets are achieved.

· Resolving customer queries and complaints.

· Writing and managing of formal proposals.

· Establishing and maintaining working relationships

· Maintain high level of customer retention.

· Improve competitiveness.

· Attract new customers through advertising.
 Marketing Coordinator:
Training for Development Initiatives (NGO): March 2006– June 2009
· Involved in identifying new markets and business opportunities for clients both locally and internationally.

· Build market intelligence with monthly reviews on assigned market performance, and clients’ analysis.

· Presenting the product/service in a structured professional way face to face with potential customers on behalf of clients.

· Create and implement marketing & communication material in line with organization’s goals for new products & markets, events & exhibitions as well as work closely with clients to develop brands.

· Instrumental in continuously developing sales training programs that see improved productivity and efficiency.

· Organizing meetings to clients and potential customers for new business proposals.

· Responsible for achieving individual, product and market sales & profitability targets annually.

· Acting as a bridge between existing potential customers, donors, clients and the organization.
Office Assistant:
World Youth Association (Africa’s Region Office): December 2003 – December 2005
· Worked as the office assistant in the African Region’s Head office.

· Involved in maintaining and updating boardroom calendar for meetings/conferences.

· Sending, typing and responding to various correspondences i.e. e-mails, faxes, and mails.

· Scheduling and planning for the association’s various projects. 

· Supporting the administration staff in their duties.

· Handling and booking of the association’s guests.

· Organizing for the bosses’ travel arrangements and itinerary.

· Booking appointments for the boss.
Customer Service Rep-Call Centre:
Zain (East Africa) Ltd:  January 2000 – April 2002
· Dealt with customers in customer dealership, corporate clients and individuals.

· Responding to customer queries and requests as presented via telephone

· Assisting customers while ensuring quality customer care standards are attained and maintained.

· Generating good public image through quality customer care.

· Ensuring adherence of set standards of customer care policies and procedures.

· Trouble shooting of emerging customer problems and advising accordingly.

· Generation of correspondence and vital reports to different departments for action on clients’ complaints and requests.
Receptionist:
British American Tobacco (E.A) Ltd: Jan 1995 – December 1997
· Welcoming visitors by greeting them, in person or on the telephone; answering or referring inquiries.

· Directing visitors by maintaining employee and department directories; giving instructions.

· Maintaining security by following procedures; monitoring logbook; issuing visitor badges.

· Maintaining telecommunication system by following manufacturer's instructions for house phone and console operation.

· Maintaining safe and clean reception area by complying with procedures, rules, and regulations.

· Maintaining continuity among work teams by documenting and communicating actions, irregularities, and continuing needs.

· Contributing to team effort by accomplishing related results as requested.
Education Background:

2004-2006
: Diploma in Sales & Marketing



Kenya Polytechnic

1999-2001
: Diploma in Secretarial Studies



Kenya School of Professional Studies.

Computer Skills: Certificate in Microsoft office packages and internet.

Personal Details:

Marital status: 
Single

Nationality:
Kenyan

Visa:

Visit (Tourist)
Hobbies and Interests:

Engaging in social issues debates, wide reading, travelling, listening and dancing to music.

