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CAREER OBJECTIVE

Looking forward to working in a position that will expose me to daily challenges and opportunities for the development of my career as a customer care representative
WORK   EXPERIENCE

Sep 2011 to Jan 2013
 (  Horizon motors) 
· Supervise and co ordinate activities of staff.
· Administer salaries and determine level of entiltlements.

· Book keeping and office duties
· Data entry filling and record keeping.
· Updating job knowledge by participating in educational opportunities.
AUGUST 2014 TO DATE ROYAL FALCON SECURITY (ADMINISTRATION)
	          .Greeting and welcoming visitors.
           .Directing visitors to their desired destinations.
          . Maintain and update organization records.
.Review and answer correspondence 
. Inform customers of daily specials.  
          .  Conduct education programme for new employees.


	EDUCATION BACKGROUND


	Top of Form

Bottom of Form


2010-2011   Strathmore University (Accounting Technician Examination) my key modules were financial accounting, Cost accounting, business mathematics, Taxation   Information Technology and auditing 
2004 -2008
Gitugi Girls High School (Kenya certificate of Secondary Education)
This was my high school period where I studied under the British education curriculum.
2012   : Computer Skills
PROFFESIONAL PROFILE

1. Have excellent written, oral and interpersonal communication skills.

2. Thrive on working in a challenging environment.

3. Highly organised and dedicated with a positive attitude towards work.

4. Good time management

5. Team work spirit
Languages       :  English
Referees            :upon request
