AMINA CV No 153306
Whatsapp Mobile: +971504753686 Phone +97143970978 E-mail: gulfjobseeker@gmail.com
[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




Summary

· 4 years’ experience in strategic management, sales and stocks management 
· Ability to effectively coordinate a diverse array of responsibilities and complex administrative activities and processes. 

· Good analytical skills, excellent customer service & effective communicator. 

Key Professional Skills

· High sales drive and focus on achievement of set targets.

· Ability to think creatively and an innovative approach to problem solving.

· Highly tuned to understanding & responding effectively to customers’ needs.

· Proficient in computer applications.

Professional Experience

July 2013 to Date



Regional Business Advisory Centre (RBAC)






Relationship officer
Duties and Responsibilities

· Provide administrative support, planning, monitoring, analysis, budgeting and documentation review.

· Undertake regular monitoring and assurance activities based on the management plan.

· Undertakes maintenance of overall budget, verify and preparing summary of budget status and project utilization reports and payment requests

· Prepare and share with teams monthly reports of project and/or operational and performance issues including problems as they arise.

Achievements

· Formulated management plans that have reduced decision making time thereby improving customer service by 98%.
September 2010 to June 2013 


Samix Group (Mombasa-Kenya)






Supply and Distribution officer
Duties and Responsibilities

· Developed and sustained relationships with existing clients by coordinating meetings, attending promotional events and providing effective support

· Follow up procurement, storage and delivery of goods and supplies, maintains up-to-date record of goods, supplies received and dispatched.

· Prepared clear sales analysis as well as sales  reports, sales orders status, sales agreements in time proposals and presentations.

· Responsible for timely accurate quotations and various pro forma invoices to customers processing inquires through personal visits email, phone and tax

Achievements

· Actively supported company sales team(s) driving turnovers to their peak despite the recession.
September 2007 to August 2010

Mvita Hospital (Mombasa - Kenya)







Personal Assistant/Receptionist
Duties and Responsibilities

· Provided reception duties on behalf of the team, which involved providing face-to-face contact for visitors in a responsive and courteous manner 

· Participated in business and team meetings regarding service planning and to assist in the implementation and continual review of work systems. 

· Provided efficient data entry into the information systems as required.  

· Handled incoming telephone calls to the Senior Partner from other companies and members of the public.

Achievements
· Formulated an organized filing system for patients that reduced lead times drastically. 

October 2005 – August 2007

African souvenir Centre (Mombasa - Kenya)






Stores Manager
Duties and Responsibilities

· Prepared sales invoice, handled accounts payable and accounts receivable 

· Assisted in monthly inventory activities & provided training to new employees on all facets of job operations. 

· Bagged, boxed, wrapped, or gift-wrapped merchandise and prepared packages.

· Perform physical verification and reconciliation of transactions

Achievements

· Introduced work process that increased work productivity and received appreciation from senior members on the same 

Educational Background

2012- Present

Kenya Methodist University 

Bachelor in Business Administration - Accounts &Finance(Distance learning)
2000    - 2003 

Mama Ngina Secondary School   




Certificate in Secondary School Education (K.C.S.E)
1992    - 2000

Nyali Primary




Certificate in Primary School Education (K.C.P.E)

Interests

Swimming, travelling, community service and development, reading inspirational books and magazines.



Bio Data

Date of Birth 

7th March 1988

Marital Status

Single
Languages

English, German & Swahili

Visa Status

Visit visa convertible to employment

Driver’s License

Valid Kenyan & International driving licenses

Referees

Available upon request
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