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OBJECTIVE.   

As an extremely dependable and enthusiastic individual, i seek an Administrative Assistant’s position in an environment I can offer my hands on experience in daily office operations. Possess a high level of customer focus and people skills as well as hold exceptional interpersonal abilities to contribute in the success of this organization.
WORK EXPERIENCE.
Deeco Manufacturing Limited – Kenya
Administrative Assistant                                                              Feb 2010 – Nov 2015
· Prepare, record, check over and proofread correspondence, invoices, presentations, brochures, publications, reports and relevant material.

· Record and prepare minutes of meetings.

· Liaising with other line departments on communiqué as need be.

· Organize travel schedules and book reservations.

· Determine and launch office procedures.

· Open and distribute incoming regular and electronic mail and other material and co-ordinate the flow of information internally and with other departments and organizations.

· Set up and uphold manual and automated information filing systems.

· Order workplace supplies and maintain record.

· Schedule and verify appointments and meetings of managers.

DEL MONTE FRESH PRODUCE – KENYA 

INTERNAL AUDIT ADMINISTRATOR.                                                      Feb  2001 - Dec 2009
· Sitting in meetings in the absence of the Audit Manager.
· Maintaining a diary of activities in the audit department.

· Maintaining stationary  requirements for the department.

· Typing audit reports as required by the Internal Audit Manager.

· Organizing and following up on events involving the Internal Audit Department.

· Orienting new staff through departmental working conditions. 

· Placing and receiving correspondence at local and corporate levels.
· Liaising with other departments on issues involving the Internal Audit Department.
· Performing ad hoc assignments as required by the Internal Audit Manager.
EDUCATION 
University of Nairobi                                                              1995 - 1999

Bachelor of Arts Degree 

Ikuu boys high School                                                             1990 - 1993

Kenya Certificate of Secondary Education

KEY SKILLS AND ATTRIBUTES:

	· Customer service
	· Record maintenance
	· Transcribing dictation

	· Letter drafting
	· Events coordination
	· Staff training

	· Correspondence handling
	· Travel arrangements
	· Confidentiality

	· Multicultural interaction
	
	


Office Equipment: Fax machines, photocopiers, videoconferencing, PABX systems, and general office equipment.

Computer: Spreadsheets, word processing, database management, 

MS Office: Word, Excel and PowerPoint.
REFEREES:

Available upon request.
