	RESUME FOR BRENDA 
	
	

	PERSONAL INFORMATION
	
	

	GENDER
	:
	Female

	NATIONALITY
	:
	Zambian

	DATE OF BIRTH
	:
	December 27

	CHILDREN
	:
	Three (3)

	CONTACT NO.
	:
	C/o 0505891826

	EMAIL
	:
	Brenda.368773@2freemail.com 


OBJECTIVE

· I am hardworking and endeavour to do well always and perform duties to the best of my ability.

· To make a positive contribution to the growth and expansion of an organization through the application of vast knowledge obtained as well as work experience.

EDUCATION
Academic Qualification with Dates

· Luanshya Girls Secondary School, Grade 12 GCE Certificate, Zambia, 1998

· Zambia Insurance Business College Trust, Certificate in Marketing, Lusaka, Zambia, 1998

· Hartland Training & Development, Diploma in Front Office Management,  South Africa,   2008 Zambia
· Insurance Business College Trust, Board Leadership Training, Lusaka, Zambia, 2010

EMPLOYMENT HISTORY

	Current Employment
	
	

	Employers Name
	:
	Elegant Automobiles Limited (Kia Motors Zambia) - 2015 todate

	Job Title
	:
	Administration Manager

	Duties/Responsibilities
	:
	


· Forwards information by receiving and distributing communications; collecting and mailing correspondence;

· Maintains supplies by checking stock to determine inventory levels; anticipating requirements; placing and

expediting orders; verifying receipt; stocking items; delivering supplies to work stations.

· Maintains equipment by completing preventive maintenance; troubleshooting failures; calling for repairs;

monitoring equipment operation.

· Maintains office schedule by picking-up and delivering items using automobile.

· Serves customers by backing-up receptionist; answering questions; forwarding messages; confirming

customer orders; keeping customers informed of order status.

· Updates job knowledge by participating in educational opportunities.

Enhances organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments

· Produces information by transcribing, formatting, inputting, editing, retrieving, copying, and transmitting

text, data, and graphics.

· Organizes work by reading and routing correspondence; collecting information; initiating

telecommunications.

· Maintains department schedule by maintaining calendars for department personnel; arranging meetings,

conferences, teleconferences, and travel.

· Completes requests by greeting customers, in person or on the telephone; answering or referring inquiries.

· Maintains customer confidence and protects operations by keeping information confidential.

· Prepares reports by collecting information.

· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed

supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Contributes to team effort by accomplishing related results as needed

	Previous Employment
	
	

	Employers Name
	:
	Moores Rowland Corporate Services Limited - 2007-2014

	Job Title
	:
	Manager – Corporate Services

	Duties/Responsibilities
	:
	


· Corporate Image Building Conference Organizing

· Incorporation of Companies

· Regist. of Business Names
· Secretarial Services

· Product Branding and Corporate Presentations

	Employers Name
	:
	Rab Processors Zambia Limited

	Job Title
	:
	Receptionist/Administrative Assistant

	Duties/Responsibilities
	:
	


· Handling sales and customer inquiries Attending to incoming/outgoing calls

· Issue of payment vouchers and and daily balancing and banking Stock taking

· Responsible for office petty cash

	Employers Name
	:
	Kanele Enterprises/Grannys Bakery

	Job Title
	:
	Sales Manager/Personal Assistant

	Duties/Responsibilities
	:
	


· Responsible for two shops

· Handling sales and customer inquries

· Balancing and banking of daily sales

· All secretarial functions – email, typing, filing Stock taking

	Employers Name
	:
	New Capital Bank Limited – 1992-1997

	Job Title
	:
	Bank Clerk, Lusaka and Ndola Branches

	Duties/Responsibilities
	:
	Worked in various positions including as a teller, customer care, forex, and loans

	Employers Name
	:
	Renco Associates Limited – 1990-1992

	Job Title
	:
	Receptionist

	Duties/Responsibilities
	:
	


· Attending to incoming/outgoing calls

· Referring of clients and visitors to relevant departments 
· Typing financial reports

KEY SKILLS & PERSONAL ATTRIBUTES

· Excellent communication and management skills

· Ability to work in a fast paced environment

· Maintain excellent customer relations and customer support 
· Good telephone and interpersonal skills

· Ability to follow instructions and work with minimum supervision
· Able to work with people from different and diverse backgrounds Computer literate

HOBBIES & INTERESTS

· Reading

· Swimming

· Travelling and making friends

