REUBEN KALII MWAMBU,
P.O.BOX 574-90200,
KITUI 
0712613179/0742231308
            reubenkalii2017@gmail.com





Human resource manager
P.O.BOX -00100,
NAIROBI.

Dear Sir/Madam,
RE: APPLICATION FOR JOB.
I have completed my studies at  collage . I was undertaking Diploma in front office operations /receptions and i wish to apply for the above mentioned position in your esteemed organization. 
I have proficiency in information technology and business management. It is on this ground that I believe I can give new insight, gain vital experience and contribute to the organizations daily endeavors. I have gained skills and experience in working in an organization which may benefit the organization.
I make a humble submission of this application for a job. Given an opportunity, I shall serve to the best of my ability, with maximum level of dedication in the best interest of the organization.
I enclose herewith curriculum vitae. I look forward to hear from you .I can make available any other required testimonial(s) at your convenience.
Thank you in advance.
Yours sincerely,
Reuben kalii mwambu

CURRICULUM VITAE
REUBEN KALII MWAMBU
Tel: +25712613179
Email: reubenkalii2017@gmail.com
Date of birth: 28 th april 1996
ID NO: 32703308
Languages: English, Kiswahili.
Marital status: married
Citizenship: Kenyan

	PERSONAL SUMMARY
	A hardworking, pro-active person with an upbeat and positive attitude, possessing excellent organizational skills. Having a good team spirit, humble honest and industrious man.


	CAREER OBJECTIVES
	To work in a dynamic organization with a challenging and enabling environment, where my skills and knowledge will be fully utilized in order to improve efficiency and effectiveness within both the organizational and my goals and objectives.


	PERSONAL ATRRIBUTES
	· Excellent interpersonal and organizational skills
· Industrious, creative and great team work skills
· Works under  minimum supervision
· Prudent in decision making and high level of integrity
· Works based on priorities and schedules
· Good character and time disciplined, attentive, well-disciplined and willing to accept corrections
· Result and quality oriented
· Analytical and excellent in problem solving


	EDUCATION BACKGROUND
	SEPT 2017- Nov 2019: Joined Africa digital media institute attained diploma in front office operations /receptions
2016-2017; Beam international training center attained certificate in sales and marketing
JUNE 2015- AUGUST: 2016: Joined Mwala collage and attained certificate computing

FEB 2009-NOV2013: St josephs  High School for the Kenya Certificate of Secondary education. 
JAN 2001-NOV2009: Enrolled in Kalala Primary School for the Kenya Certificate of Primary Education.



	KEY SKILLS AND COMPETENCIES
	· Accounting
· Entrepreneurship
· Interpersonal communication
· Leadership
·  Networking skills
· Business management
· Basic Web development skills
· General computer knowledge.

	RELEVANT WORK AND TRAINING
	3rd Jun -MAY 2017 TO DEC 2016:- Undertook A JOB IN Magunas supermarket   

DUTIES CHARGED WITH
Computer maintenance hardware and software.
Help desk management, helping staff members in IT related challenges.  fixing broken Telephone cables. Receiving and registering new computers and other resources in the Companies' system. Updating all special software used in case there is a new version.

MAY.2017-DECEMBER  2018- Neema hospital Kitui

DUTIES CHARGED WITH
Supervision of workers during reception at there place of work
Store keeping and issuing of tools every day of work.



2019- July – march 2020- worked as a Team leader and sales agent in 
Platinum-credit limited
Responsible for guiding the group to reach given goal . I am  responsible for developing and implementing a timeline my team to hit our target and delegating tasks to the agents


March 2020 to  august  2021  :Loan .Officer and bebit collection  at MOGO auto limited Machakos\
2021 september upto :date IKASH AFRIA SOLUTION  as Business development officer 








	HOBBIES AND INTERESTS
	· Watching T.V
· Travelling
· Reading Newspapers, Magazines and other literary works
· Making friends




	REFEREES
	REFEREES

Mr.VINCENT–Hr platinum credit limited
Contacts-0716173976

Isaac Mbithi -Branch manager platinum credit
 kitengela  branch
 Contacts _ (+254) 726508380



DR.Musembi- Manager Neema hospital limited
Contacts_ (+254) 725427767
Timothy mwangi branch manager ikash  0711691609
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