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	Objective
	To secure a position in a vibrant industry that offers challenging opportunities, thus

	
	enabling me to add value to the organization by employing my sales, marketing,

	
	administrative and procuring skills.

	Profile
	I am hard working, willing to learn and capable of working under pressure without

	
	compromising standards of high quality in output. Capable of working as an

	
	individual or team member under minimal or no supervision.

	Competitiveness
	•  Ability to work on large projects from conception to completion.

	
	•  Ability to write comprehensive tender bids to ministry’s as well as non‐profit

	
	making organizations

	
	•  Excellent interpersonal and communication skills, both oral and written

	
	•  Self‐starter that meets deadlines

	
	•  Innovative and effective problem solver

	
	•  Excellent Entrepreneurial and Managerial skills

	Work Experience
	

	April 2014 –
	SOLUTIONS LIMITED

	October 2015
	Purchasing and Supplies Executive

	
	Duties and responsibilities


	
	•  Analyse the purchase request from the user departments and determine the

	
	appropriate method of procurement

	
	•  Coordinate the preparation of the procurement documents, utilizing sound

	
	sustainable procurement practices, while adhering to corporate policies

	
	•  Issue Addendums to Quotations, Tenders and Proposals, as required.

	
	•  Attend openings of Tenders, Proposals and Quotations.

	
	•  Use judgment, diplomacy and confidentiality with respect to the complete

	
	procurement process, ensuring integrity of the respondents bid information.

	
	Involvement in preparation of contracts and awards that may be confidential

	
	or sensitive information

	
	•  Maintain contract after award, ensuring that all documents are kept current

	
	and complete. Confer with suppliers regarding delivery, quality, etc. to ensure

	
	that the requirements are met.

	
	•  Arrange for samples, testing and evaluation of new products.

	
	•  Participate in specialized projects and assignments related to procurement, as

	
	required.

	
	•  Assist in the annual physical inventory process, as required.
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	July 2012 – March
	NAVCOM LIMITED

	2014
	Sales and Customer Support Executive:

	
	Duties and responsibilities:

	
	•  Marketing products by advertising, training and mailing clients to educate

	
	them about new products.

	
	•  Visiting both existing and new clients to follow up and look for sales prospects

	
	•  Ordering for equipment from Australia and monitoring them up to the office

	
	and/or to client.

	
	•  Monitoring orders vs. sales to ensure replenishment of stocks.

	
	•  Prepare monthly reports on sales.

	
	•  Giving projections for future business to manufacturers and management.

	
	•  Demonstrating equipment during training, exhibitions etc.

	
	•  Delivering of equipment to client.

	
	•  Ensuring after sales service rendered.

	
	•  Organizing for seminars for clients training.

	
	•  Writing quotations to clients.

	
	•  Doing tenders for Government ministries and NGO’s

	
	•  Self generate new opportunities, calling on sales and marketing executives.

	
	•  Develop and implement plans and strategies for quickly developing sales

	
	territory

	
	•  Create, maintain, and provide accurate and timely sales


	Nov 2010‐ June
	POWERWARE SYSTEMS LIMITED

	2012
	Purchasing and Accounts Manager

	
	Duties and responsibilities:

	
	•  Sourcing and preparation of Purchase Orders for local and international

	
	suppliers

	
	•  Review purchase requests and ensure authorization as necessary to facilitate

	
	the timely purchase of new products.

	
	•  Preparation of service contracts for different customers.

	
	•  Liaising with accounts department to review purchase requests and ensuring

	
	accurate and timely payment and delivery as necessary with the supplier.

	
	•  Prepare and process requisitions and purchase orders for items out of stock

	
	in a timely manner.

	
	•  Managing warranty issues with supplier and the technical team. Preparation

	
	of tenders on goods that we would like to supply.

	
	•  Maintain updated purchasing price in the system.

	
	•  Receiving and verification of goods received or issued.

	
	•  Short listing of items due for ordering

	
	•  Maintaining updated stock movement records.

	
	•  Processing of departmental requisitions.

	Sept 2008–Oct
	

	2010
	POWERWARE SYSTEMS LIMITED

	
	Administrative Assistant

	
	Duties and responsibilities:

	
	•  Preparation of Customer quotes using QuickBooks.

	
	•  Handling incoming and outing telephone calls




	
	  Handling of all incoming and outgoing company correspondences

	
	  Logistical support to the technical team

	
	  Directing enquiries to the relevant staff

	
	
	General secretarial duties

	
	  In‐office marketing of company products

	June 2007–July
	TELENODECH AGENCIES LTD

	2008
	Office Administrator

	
	Duties and responsibilities:

	
	•
	Writing payment vouchers

	
	•  Maintaining all company operational documents that include company

	
	
	receipts, Bank statements.

	
	•  Ensuring that proper system of book keeping is followed.

	
	  • Administering high customer service

	Professional
	
	

	Qualifications
	
	

	March 2010‐Sept
	Kenya Institute of Management

	2012
	Diploma in Purchasing and Supplies Management

	Jan 2005‐Dec 2006
	Kenya School of Professional Studies

	
	Diploma in Business Management

	Jan 2004‐July 2004
	Abepa Training College

	
	Computer Certificate in Application

	COMPUTER SKILLS
	QuickBooks, MS‐Word, Ms‐Access, Ms‐Excel, Pastel Evolution Professional.
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