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Objective

To work in a busy and dynamic environment, meeting new challenges, and finding solutions to these in order to gain more experience in both familiar and new fields. I also have a desire to diversify my skills and grow my career through great customer services.
PROFILE:
I am an energetic objective oriented individual. I love working in challenging environments with hopes to learn new things each and every passing day. I delight in challenges as they help me grow as a person and help me realize where I am weak and in need of sharpening my knowledgebase. After my graduation from university, I enjoyed the previous forms of employment I participated in as they have taught me how to work in a smart way. 

STRENGTHS:
· I am tech savvy and a team player
· I am self-driven and motivated to work
· I have 9 years work experience
· I accept challenges and look at them as opportunities to sharpen my skills

WORK EXPERIENCE
January 2011 to Date: at Upwork&Elance

Location: Both are International online-based companies. I was stationed at Nairobi, Kenya and later moved to Doha, Qatar.

Work Description

I work as a Virtual Assistant, Content Developer, Researcher, Senior Professional Writer, and Media Marketer. My writing career and customer care services through virtual assistance came about as a progression from what started as a 2 hour a day part time work. The tasks in virtual assistance range from office tasks, customer care services, and administration duties are owed to my education acquired skills. I had to maintain good customer relations with my clients to ensure that they constantly come to me whenever they are in need of services over the virtual office environment. Proof or efficiently run operations are through my permalinks, which are: As from April 2014, I have been working on a part time basis. My work entails:

· Attending to customer needs over the virtual office

· Writing journals, lecture material, web content,  and reports among others

· Conducting research

· Ensuring accurate reporting of data

· Maintaining good customer relations

· Reporting to my employers

· Transcription

April 2014 to July 2015: BTC Doha

Location: Doha, Qatar. 

Work Description

I was working as a cashier, customer care relations contact and sales associate with Luxury Restaurants which is a subsidiary of BTC Doha. I worked both handling Freelance virtual assistant tasks as well as tasks assigned by BTC Doha. My work entailed:

· Managing cash flows in relations to sales
· Monitoring business operations

· Liaising with other staff in delivery of quality service

· Double checking on food safety standards in the restaurant
June 2009 to July 2011; at Equity Bank Kenya

Location: Nairobi, Kenya

Work description

I worked as a relationship officer in the bank’s credit section. I was assigned numerous roles related to both the credit and operations section of the bank. My work entailed:

· Customer Service relations oversight

· Mobilization and accounting of funds

· Follow up on banking for both savings and loans

· Detailed data entry and summary writing

· Customer care via visitation programs
· Marketing, running clubs, and field research
November 2007 – May 2009; at Maggie’s Enterprise

Location: Nairobi, Kenya

Work description

Maggie’s Enterprises is a business dealing with supplies of various goods and services. My duties there involved:

· Front desk personnel / Receptionist

· Cashiering and Customer service
May – October 2007 at Kisumu Water and Sewerage Company (KIWASCO)

Location: Kisumu, Kenya

Work description

Joined the organization at first for my industrial attachment from May to August then thereafter I was employed. During the employment period, I worked as a receptionist and customer care contact. Duties performed included:

· Front desk contact as the receptionist and directing customers to relevant departments

· Managing the company’s incoming calls and channeling them to the relevant recipients

· Maintaining communications between the company’s suppliers and consumers
EDUCATIONAL BACKGROUND

 2005 – 2008

Did my Diploma in IT (Information Technology) and completed successfully at JKUAT (Jomo Kenyatta University of Agriculture and Technology) attaining a Credit.

November 2005

Attended a training workshop facilitated by CCF - Australia (Christian Children’s Fund) 

2001-2002

Completed my secondary school education at Akoko Secondary school where I sat for my KCSE and attained a B-

COMPUTER SKILLS: 
· MS Office (MS Word, MS Excel, MS Power Point, MS Access, MS Paint)
· Adobe

· Web Content Management (WordPress websites)

· Computer program installation and Computer Diagnostic  
ADDITIONAL SKILLS AND ACHIEVEMENTS:
Training workshop facilitated by CCF - Australia (Christian Children’s Fund) on November 2005. Isuccessfully completed the training and attained a certificate acknowledging my acquired skills in psychological support of children, life skills, and running clubs.
