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Personal Data:

Gender:  Female

Date of birth: 12th April 1987
Nationality: Kenyan.

Marital Status: Single

Interests and

Hobbies: 

· Cycling.

· Traveling and discovering places

· Swimming

· Meeting new people

· Listening to music

· Reading

· Watching Football


	Objective

I am a hardworking and dedicated worker able to work in fast organization whilst giving excellent results.  I am looking forward to more competitive and challenging responsibility in your organization to improve my skills.




Work Experience: 
February 12th 2013-Present

DUNIA FINANCE LLC

COLLECTION EXECUTIVE

Overall Job Purpose: 

· Making outbound and inbound calls.
-Telephonic and face to face interaction with the customers.
-Handling loss mitigation and recovery activities regarding delinquent or charged off loan accounts /credit cards ensuring compliance with the company and legal guidelines.

-Monitoring of delinquent and over limit loan accounts/credit cards and minimizing the flow of such accounts to the next cycle.

-Negotiating repayment arrangements in terms of delegations whilst ensuring high levels of customer service.

-Identifying complex situations recommending solutions and escalating as per policy.

-Advising customers on how to handle their credit cards/loans in order to avoid late payment and over limit fees.

-Responsible for payment scheduling and create contact with the sources to locate debtor. 

-Give explanation about the obligations, legal steps, and obtained the payments.

-Guiding customer for better financial prospect.

-Creating MIS/Projection reports of loan accounts/credit cards allocated.

-Managing personal monthly and daily targets.

-Corresponding regularly with legal department through email and telephonic mode.

-Raising service requests for credit card/loan account customers.

-Handling concerns and grievances of the customers.

Occasional responsibilities include:
-Handling team activities in the absence of Team Leader and taking care of the team targets.
-Monitoring team calls and handling supervisor calls.

· Mentoring trainees as and when required.



November 28th 2011-Feb 6th 2013
CHASE BANK, KENYA 

OPERATIONS - TELLER

Overall Job Purpose

· To offer world class service through delivery of superior, appropriate and timely cash services to clients. 

Key responsibilities:
Corporate, Regulatory and Statutory Requirements

· Paying and receiving cash from clients

· Receiving and posting in-house and outward cheques.

· Preparing cash for repatriation

· Attending to inquiries relating to cash department from clients and staff

· Giving customers Account balances/Interim statements

· Working at  achieving the bank’s financial and operating goals in line with the statutory legal framework
· Creating of bankers cheque, sending Telegraphic Transfer  and  RTGS
· Timely preparation and  submission of all required bank reports
· ATM cash Count and  refilling ATM Machine

· Western Union, Money Gram, Instant Cash  receiving and sending Cash to different Countries and within the Country

· Sending and Receiving Money via local means i.e. Mpesa , Super Agency, Bulk Payment and Xpress Money
· Reconciliation of outward Cheques, Mpesa, Super Agency, etc

· Pin Mailers
· Forex
May 2011- Aug 2011
MINISTRY OF FOREIGN AFFAIRS, KENYA 

Internship

· Political Reports- Note Verbal, Facilitating Meetings, briefs, Memos, etc.

· Protocol duties.

· Consular Duties.

· Preparing and organizing events like the Ravenna Festival in Kenya.

· Preparing and organizing the visit of Chancellor of Germany, Angela Merkel in Kenya.

· To be fully aware & knowledgeable of all Europe- Kenya relations 
· Welcome guests to the ministry,
June 2007- Nov 2007
NANAK MECHANICAL ENGINEERING LTD- MOMBASA, KENYA

Position: Marketing & Sales Research and Outsourcing Department.
· Coordinate all sales transactions on the Projects Department.
· Conduct product research on material requisition/requirement inquiries.. 

· Coordinate expeditious delivery of materials from suppliers to end users.

· Issue Invoices once orders have been delivered.

· Create memos and do other related clerical / secretarial functions

· Attending Clients Technical Complaints.
· Customer Service
Academic record

Jan 2008 – Aug 2011:   

 UNITED STATES INTERNATIONAL UNIVERSITY 

· Degree in International Relations

· Minor Degree in Management

2007
Institute of Advance Technology (I.A.T)




International Computer Driving License (I.C.D.L.)

· Using Computers and Managing Files

· Microsoft Word

· Information and Communication (Internet)

· Microsoft Excel

· Microsoft Access

· Microsoft Power Point

· Concepts of Information Technology


Alliance Françoise - 2007

· Beginners Level
2002- 2005: Kenya Certificate of Secondary Education  

· Aga Khan High School, Mombasa Kenya. 

 1994- 2001: Kenya Certificate of Primary Education 
· Aga Khan Primary School, Mombasa, Kenya 
Professional Skills

· Computer 

· International Relations

· Management
· Front Office

· Customer service

· Teller

· Operation - Banking
Skills

· Computer literate

· Excellent command of both written and spoken English

· Excellent telephone etiquette

· Excellent proven and practical skills in customer service.

· Communication and presentation skills
· Excellent teller work
Languages known:
· English   : Fluent  

· Swahili   : Fluent 

· Arabic    : Basic Knowledge

· French   : Basic Knowledge             

Other Achievements/ activities:

· Hostel Floor Representative at USIU- 2010-2011

· Participated as delegate of Kampala Model United Nation on Post Reconstruction Conflict Simulation Exercise held on 18th March to 19th Mach 2011 at Fairway Hotel in Kampala
· Participated as delegate of Inter-Ministerial Committee of the African Union on Somali Crises Simulation Exercise held on 29th July 2009 to 30th July 2009 at United States International University.

· Participated in the UNHRC Council Simulation Exercise held from 28th-30th July 2010 at the United State International University, Nairobi Kenya
· Participated as delegate of Kenya Model of United Nations from 3rd March 2008 to 7th March 2009 Conference at the United Nations Head Office in Nairobi, Kenya.

· Was a member of Business club and International Relations Forum at USIU

· Community service mainly in children’s home

· Simulation Exercise at USIU and Kampala Uganda

· Swimming Gala in District Championship, Primary School and Aga Khan East Africa Olympic
CURRICULLAM VITAE











