CURRICULUM VITAE
PERSONAL DETAILS:

NAME:


PAULINE
Visa Status:

Visit visa (Valid till July 13 2016)
Marital status:
              Single
Nationality:

Kenyan
Email:


Pauline.281239@2freemail.com 
CAREER OBJECTIVE
A young professional with a unique combination of business to business sales and technical skills, high results oriented, self motivated bringing to the table the ability to combine business development with technical application. To assume a role that allows the use of acquired experience, skill and provide an opportunity to learn and grow.

EDUCATION BAKGROUND
INSTITUTION


 YEAR





Ngaru primary


1999- 2007






Gakoigo high school

2008-2011



Jomo Kenyatta University
Jan2012-March2012       -Certificate in computer package
Kenya Institute of Management   - April 2012 – (ongoing) – Certificate in Business Management
SKILLS

· Customer service

· Marketing

· Sales and marketing

· Computer skills (Word, Excell, Powerpoint, Access, Outlook, system mentainance)

· Communication skills

· Account management and relationship management

· Safety, fire fighting and first Aid skills

WORK EXPERIENCE:
Position: Cashier/Guest service – April 2014 – April 2016

Americana Food Company – Doha, Qatar
Duties and responsibilities

· Greeting the customers entering into organization

· Handling all the cash in drawers in both opening and closing shifts
· Packing orders, taking payments and issue receipts.

· Guiding and solving queries of customers                 

· Keeping the counter, dining area and restroom areas clean
· Clarifies customers questions or concerns about the charges on their bills

· Serving customers in dining (waitress)
· Supervision of housekeeping and junior staff
· Delivering and thanking the customers

Position: Client relations/Customer service –December 2012 – April 2014
Muthui recruitment and consultancy ltd (Nairobi Kenya)

Duties and responsibilities:

· Receiving and welcoming visitors
· Answering calls at the call center

· Filling and retrieving client’s documents
· Maintaining the office files
· Cash maintenance and book keeping
· Keeping a register of daily visitors

Referees shall be provided upon request





