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FAITH
Email: faith.336571@2freemail.com
EXECUTIVE SUMMARY
I am confident, self-motivated and hardworking. I can perform well under pressure and I am highly committed to tasks which helps me to meet all my deadlines. Presently looking for a challenging role in a dynamic organisation that will utilize my administrative management skills and customer service capabilities. Managed to surpass daily targets of 80 telephone calls a day during the whole contract term at Premier Service Investments.

EDUCATIONAL QUALIFICATIONS

1. Bachelor of Science Degree in Sociology & Development Studies- Women’s University (Zimbabwe), October 2014

2. 2 ‘A’ level passes - Girls High School Harare Zimbabwe, November 2010

3. 7 ‘O’ level passes - Sandringham High School Zimbabwe, November 2008

PROFESSIONAL EXPERIENCE
1. Investments
(February 2016 to November 2016)
                                    Position held: Human Resources Assistant/ Administrator
       Duties:
· Keeping records of the company
· Assisting in the recruitment process
· Setting up interviews

· Assisting  in making employee contracts for the company
2. United Nations Association of Zimbabwe
(August 2015- January 2016)       
                                                                            Position held: Administrator (Volunteer)
Duties:
· Planning on work schedules
· Developing capacity building training sessions
· Compiling of work plans, maintaining the departments diary of activities
· Coordinating activities
· Writing reports
3. Premier Service Investments

(March 2015 to July 2015)
Position held: Call Centre Agent
Duties:

· Collecting data from customers through telephone calls
· Writing reports
· Attending to customer queries and assisting customers in a good manner
OTHER SKILLS AND ATTRIBUTES

· Computer literate Microsoft Office (Word, Excel, Outlook, Power Point)

· Strong report writing skills
· Good communication skills
PERSONAL DETAILS

SEX:



                        Female

DATE OF BIRTH: 

                        26 November 1991

MARITAL STATUS:

                        Single

LANGUAGES:

                        English and Shona

