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PROFILE

 Dynamic and result oriented experienced profession with 5 years in the customer service, office administration and Reception industry with a good sense of initiative, systematic, self motivated and capacity to adapt to challenging market environment and able to handle multiple task.

PERSONALITY
A dedicated creative and innovative worker with ability to work under pressure in a pressurized environment enjoys challenges and capable of logical thinking which enables me to make fast decisions, good listener, quick learner and believes in leadership be example.
CAREER OBJECTIVES

I am interested in a challenging position with a progressive organization where my qualifications, abilities and experience will help improve the quality of its services and help to achieve its mission and build my capacity to enhance my capability and performance.

PROFESSIONAL AND EDUCATIONAL BACKGROUND

· Day Star University.

Attained: Bachelors of Art and Communication (PR)

· Mombasa Polytechnic University.
Attained: Diploma in Business Sales and Marketing.

· LAS Computers College – Computer Packages.

· Star of the sea High school.
Attained: Kenya Certificate of Secondary Education.

WORK EXPERIENCE

2014-2015 -Unilever Global Company (Customer Service/Receptionist)
· Provide customers with complete service and an enjoyable service experience.

· Listening to customers issues and complaints and quickly identify the problem thus offering and appropriate resolution that satisfies the customer.

· Collecting relevant customer data for future use and references.
· Generated additional sales by contacting existing customers.

· Answering of telephone calls and transferring.

· Issuing and receiving cheques and keeping records.

2011-2013 – Safaricom Limited (Customer Care)
· Answering of incoming calls and assisting with every complains.

· Collecting all relevant data which includes contact information, credit cards and billing information.

· Assisting walk in clients with different queries.

· Performing of GSM to any customer who purchases a new line.

· Preparing daily, weekly and monthly reports.

· Receiving and responding to customer emails and inquiries.

· Issuing quotations in liason with the marketing manager.

Strengths.

Excellent communication, leadership and training skills.

Ability to adjust in any environment.

PERSONAL DETAILS

Visa Type:            Visit Visa.

Citizenship:          Kenyan

Religion:               Christian

Marital Status:     Single

REFEREES

Upon request

