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                CURRICULUM VITAE  

  JOY 

PERSONAL INFORMATION
Languages: 

English, Swahili.
                  

Driving License (UAE)



Husband’s Visa

CAREER SUMMARY
I am a highly resourceful, flexible, innovative and enthusiastic individual who possesses a considerable amount of knowledge regarding administrative and office procedures. I am a quick learner who can absorb new ideas and is experienced in coordinating, planning and organizing a wide range of administrative activities. Well organized and an excellent team player with a proven ability to work proactively in a complex and busy office environment.

I am now looking for a career advancement opportunity with a company that will allow me to develop my skills and potential.

EDUCATIONAL BACKGROUND
1999-2002: Ngara Girls Secondary School
                         Kenya Certificate of Secondary Education. 
PROFESSIONAL TRAINING
2004-2005: University of Nairobi (Kenya)
                         Bachelor in Commerce (Marketing Option)
· Accounts        International Business

· Marketing      Human Resource Management
2002:                Dima College (Kenya)
                            Certificate in Computer Operations

· Windows          MS Access

· MS Word         MS PowerPoint
· Ms Excel
EMPLOYMENT HISTORY, DESCRIPTION & EXPERIENCE
2013-2015        Properties (Dubai)

                               Office Administrator:
· Maintain management information system.
· Reviewing and answering correspondence.
· Providing secretarial and executive services for committees.
· Supervise and coordinate activities in the office.
2010-2012:  
Eros Electricals (Dubai)
               
                Sales Admin Officer:
· Meet greet the customer and provide excellent customer service.
· Handling cash/credit card transaction and remittance.
· Responsible for achieving monthly required target.
· Assist clients pertaining their concerns (i.e. sales returns, service complain, pricing, credit or stocks).
· Preparations of daily, monthly reports & weekly stock inventory.
· Compliance to international organization of standardization, companies code of conduct &

               Department’s standard operating procedure.
2007-2009:       Ennsvalley Bakery (NAS Airport Services) (Kenya)
               Admin Procurement Supervisor:

· Maintain a register for all invoices received & making follow ups with creditors for invoices not received.
· Assist purchasing officer in raising LPO to vendors.
· Evaluate quotations received from suppliers for quantity, quality& price.
· Issues the purchase orders to approve subcontractors/vendor list.
2005-2006:       Murithii & Kihara Advocates Ltd (Kenya) 
               Admin Executive Assistant:

· Manage and maintain executives’ schedules.
· Read and analyze incoming memos, submission and reports to determine their significance and plan their distribution.
· Open, sort and distribute incoming correspondence including faxes and emails.

· File and retrieve corporate documents, records and reports.

· Maintain of accrual and accounts payable entries, including receiving, checking and booking service provider and vendor invoices.
ACHIEVEMENTS:

· Certificate in Occupational Health and Safety
· Certificate in Supervisory Skills

PERSONAL ABILITIES:

· Ability to multitask and manage conflicting demands.     
· Ability to cope and work under pressure. 
· Having a patient outlook.
· Good written and verbal communication skills.   
· Excellent customer service.  
· Punctual and reliable.
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