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Career Summary

I intend to build a career with a leading corporate of hi-tech environment with committed and dedicated people which will help me to explore my 12 years’ experience and more in customer service fully and realize my potential. Willing to work as a key player in challenging and creative environment.

Work Experience

Customer Service Representative 
 2014 – 2015 (2 years)

Kanavilla Communication (Kenya)


Administrative Assistant Senior 
2011 – 2013 (3 years)
Dyn-Corp International USA Company (Afghanistan)
Sales Associate /Customer service 
 2008 – 2010 (2years)
Landmark Group (The Baby Shop L.L.C, U.A.E)


Customer Service Representative
2003– 2008 (5years)

World Business Centre, Nairobi Kenya 
Kanavilla Communication (Kenya)
Responsibilities: Customer Service Representative 
(2014-2015) Nairobi
· In charge of daily accounts and records. 

· Screens telephone calls, visitors, and incoming correspondences

· Performs administrative duties such as typing, mailing, filing, faxing and distributing correspondence

· Confirms, encodes and distributes invoices for payment.

· Processes timesheets and expense reports and verifies correct charge codes.

· Processes paperwork for new hires, mails new employment packets and types offer letters
· To contribute with guidance on the current trade of sales at promotional events, products or services in order to increase profitability 

· Establish and maintain effective working relationships with all support departments

· To perform any other duties commensurate with these responsibilities, the grade of the post and skills and qualifications of the post-holder 
DynCorp International Company (Feb 2011- 2013)

FOB: Spin Boldak & CSO (Kandahar) Afghanistan 
 Employee ID: 978337


Responsibilities: Administrative Assistant Senior /Customer Service.
· Screens telephone calls, visitors, and incoming correspondences
· Performs administrative duties such as typing, mailing, filing, faxing and distributing correspondence
· Processes timesheets and expense reports and verifies correct charge codes.
· Organizing air and ground travel manifests and processing travel documents

·  Handling all the vacation leave requests and more than 1000 employees accountability records
· Communicate all emergencies, delays due to weather and schedule changes to supervisors and travels department.
· Arrange transportation and accommodation to the transients and new arrivals.
· Assign newly hired employees to the required sites /Camps.
· Establishing new employee accounts and managing project charge codes and solving time sheet problems 
· Organizing air and ground travel manifests and processing travel documents
· Tracking employees arriving and leaving the site
· Handling site accountabilities (PTS updates, Dyn-Insight accountability) and communication with different departments/sites
· Coordinating new hire security badging 
· Handling site reports (daily and weekly) and organizing the site manager’s meetings and minutes
· Organizing new hire training schedules and site orientation with the site manager  
· Managing LOA,FSA e.g. expiration dates issues and coordinating with HR
· Verify the accuracy of the daily issuing report
· Maintain accurate stock records and schedules.
· Submit customer orders and requests.
LANDMARK GROUP Baby Shop L.C.C (UAE) DUBAI (2008 -2010)

Position: Sales Associate /customer Service 
RESPONSIBILITIES

· To agree and close sales of our clients and services in line with the pricing policy 

· Scanning all received items from warehouse doing inventory and entering them in the system.

· Conducting monthly 100% inventory for all items in the store 

· Responsible for Site to site of items within our 22 stores within the UAE

· To act as the contact between our client ,existing and potential customers 

· To provide the marketing department with relevant information regarding customer sales 

· Representing as and when required, at promotional events, exhibition and demonstration 

· Advising customers and potential customers on forthcoming products developments and discussing special promotions 

· Liaising with the training department to ensure provision of appropriate trainers to deliver customer tailored training course 

· Recording and providing reports on sales to the sales and customer service manager 

· Maintain professional internal & external relationship that meets the organizations cover value

· To contribute with guidance on the current trade of sales at promotional events, products or services in order to increase profitability 

· Establish and maintain effective working relationships with all support departments

· To perform any other duties commensurate with these responsibilities, the grade of the post and skills and qualifications of the post-holder 

· Merchandizing new products
· Attending to existing and prospective customer requirements efficiently and professionally
WORLD BUSINESS CENTRE (KENYA) 2003-2008

Position: Customer Service Representative

RESPONSIBILITIES

· Communicating effectively both verbally and in writing with customers to enhance trustworthy

· Pick up areas of improvements to enhance customer service

· Assigning staff duties and schedules

· Handling all employees’ records and issues.
· In charge of office management. 

· Handling clients orders, complains and building good relations with existing clients           

· Credit control and purchases

· Indoor and outdoor sales for our products and creating more customers

· Stock controller from all suppliers 

· Resolve customer complaints via phone, email, mail, or social media.

· Greet customers warmly and ascertain problem or reason for calling.

· Assist with placement of orders, refunds, or exchanges.

· Advise on company information.

· Take payment information and other pertinent information such as addresses and phone numbers.


· Answer questions about warranties or terms of sale.

· Act as the company gatekeeper.

· Suggest solutions when a product malfunctions.

· Attempt to persuade customer to reconsider cancellation.

· Inform customer of deals and promotions.

· Utilize computer technology to handle high call volumes.

· Work with customer service manager to ensure proper customer service is being delivered.

· Compile reports on overall customer satisfaction
Education Background

· 1999-2002-Kenya Certificate of Secondary Education KCSE
· 1990-1998- Kenya Certificate of Primary  Education KCPE 
· 2008-Cettificate in Business Entrepreneurship

· 2008-Certificate in computer Applications.

· 2011-2013 –Time and Labour System.

· 2016-To Date- Certificate in Sales & Marketing.
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