									Roda Irungu | Cleaner
										Location: Nyeri
										Telephone: 0716460503
										Email: irunguroda@gmail.com
Professional Profile
I am a self-motivated, energetic and hardworking Cleaner with extensive experience in the cleaning and hospitality industries. I work effectively both within a team and individually using my own initiative. I believe that I will be an invaluable asset to any organisation giving my experience, dedication and the great pride that I take in my work.

Core Skills
· Proficiency in English, written and spoken· Physical fitness and endurance.
· Maths skills for measuring cleaning fluids
· Awareness of health and safety procedures
· Carpet cleaning.



· 

· Attention to detail
· Punctual, reliable and trustworthy
· Able to manage time effectively
· Safe use of detergents and other chemicals
· Basic computer skills 	
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Career Summary
Dec 2018- Present			Cleaner
					Family Bank, Karatina
· Cleaning offices, toilets, kitchens, meeting rooms, main entrance, function hall, corridors and other facilities to a high standard
· Ensuring the workplace is clean and tidy for the following working day
· Dusting, Damp Wiping, Washing and Polishing of office furniture
· Vacuuming floors and carpets
· Sweeping and mopping floors
· Keeping reception area clean and tidy
· Replenishing hand soap, bin bags, toilet paper and tissues.
· Cleaning windows and frames
· Clearing waste and litter in appropriate bins
· Recycling office equipment no longer required
· General cleaning of all surfaces and areas
· Following health & safety guidelines when handling chemicals
· Reporting any issues to the Manager (when appropriate)
· Restocking items in vending machines
· Emptying bins (at least once every week)
· Cleaning the surrounding area of the premises free of litter and chewi


June 2012- Nov 2017			Cyber Attendant & Receptionist
					Fastel Technologies, Karatina

Outline
Helped users with questions or problems in using the internet or computers at the establishment. I also helped oversee the delivery of services and ensured all fees were collected.

Key responsibilities
· Providing services like printing, Scanning ,Typesetting, downloading etc. to the customers
· Providing customer care services
· Keeping a record of the time for which the customer is using the internet services
· Keep the computer programs, hardware and software up to date
· Monitor use of computers to ensure compliance with café policies and applicable laws and regulations.
· Promote computer or Internet-related products or services.
· Help customers with the use of computers and applications
· Photocopy/Print/Scan/Bind documents and typeset in correct grammar
· Worked with the following portals:
· a) KRA – PIN application, Returns, Compliance requests
· b) ECITIZEN – Driving License renewal, Passport application, Motor Vehicle Inspection etc
· Portals – NCA, IFMIS, TSC, GHRIS, HELB, AGPO
·  Was responsible for computer maintenance and software installation.
Key Achievements
· Quickly resolved issues related to computer software and hardware resulting in high levels of customer satisfaction
· Increased sales by 80% resulting to higher revenue.
· Maintained cleanliness and orderliness of the café

EDUCATION
· 2008- 2011	Graceland Girls School
Attained	KCSE Certificate
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