Justus Okuto                                                                             Phone No. 0711 600 714
Justusnaa26@gmail.com



P.O. Box 70,
Kendu Bay,
+254711600714

PERSONAL DETAILS
NAME:	JUSTUS OKUTO
Phone no:                    0711 600 714

PERSONAL ATTRIBUTES
An efficient and highly organized person which enables me to be as productive as possible as am able to manage own time effectively, and prioritize workload as well as to multitask very well on the job.
I am perfectionist, detail-oriented, where I pay attention to details and like to be sure that everything is just right. Experienced at working to tight deadlines and under considerable pressure.

KEY SKILLS

My time management skills are excellent and I am organized, efficient and take pride in excelling at my work, this include;
· Excellent Communication skills (listening, verbal, written); am an exceptional listener and communicator who effectively convey information verbally and in writing.
· Excellent customer service skills, believe in exceeding client expectations and decision making and problem-solving skills.
· Interpersonal abilities; proven relationship-builder with unsurpassed interpersonal skills
· Flexibility/adaptability/managing multiple priorities; am a flexible team player who thrives in environment requiring ability to effectively priorities and juggle multiple concurrent projects
· Teamwork; am a resourceful team player who excels at building trusting relationships with customers and colleagues and with organization as whole.
· Computer/technical literacy; I am a computer literate performer with extensive software proficiency covering wide variety of application, i.e. Ms Word, Ms Excel.
· Logical support in planning for activities that includes: preparing detailed activity reports for internal and external meetings. Managing project resources and preparing financial reporting on activity costs.




PERSONAL VALUES
A conscientious go-getter, who is highly organized, dedicated and committed to professionalism. I am dependable, responsible contributor committed to excellence and success;
· Honesty/integrity; am an all-seasoned professional whose honesty and integrity provide for effective leadership and optional business relationships
· Dedication to hard work/work ethic; am a productive worker with solid work ethic who exerts optional effort in successful completing tasks
· Willingness to learn; am enthusiastic, knowledge-hungry learner, eager to meet challenges and quickly assimilate new concepts.
· Ready to serve in any form under without or with minimal supervision.

PERSONAL OBJECTIVES
To achieve excellence in working and management of a challenging work with highly changing technology and dynamism of people;
· Outstanding interpersonal, presentation and analytical skills
· Able to work under minimal or no supervision
· Team oriented but would not mind working independently
· Organized, highly motivated and can work in multi-cultural environment
· Ability to observe and keep strict deadlines

CAREER OBJECTIVES
To pursue self-development as well as to give back to the society by nurturing the young talent and being an example to the community and population at large
To further gain hands-on experience on administration and managerial skills to the ever-changing management responsibilities.
To find an organization that value customer relation, where I can join a strong team and impact on customer retention and service.










EDUCATION BACKGROUND
Eldoret College of Professional Studies	:	Diploma in Journalism and Media Studies

Regions Group College			:           Diploma in Information Technology

OTHER TRAINING ATTENDED                                                          AWARD
	· 
	English Certificate

Customer Service: Call Control Strategies 

Communication Foundations

Customer Service Foundations

CV and Cover Letter Training workshop
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	EF SET

Linkedin Elearning


Linkedin Elearning

Linkedin Elearning

UNICAF 
University


	· 
	ICT, Business and Life Skills Training Certificate
	
	:
	
	Digital Opportunity Training Kenya


	· 
	Mental Health, Recovery & Community Inclusion
	
	
	
	World Health Organization.

	
	













	
	
	














	

	
	
	
	
	
	


WORK EXPERIENCE
2023   Digital Online Live chat support - Dafabet
    Back End Tools used.
· Taurus
· iCore
· Jira
· Avaya Workspace
· CCaaS
· IMS

 Duties and Responsibilities
· Customer assistance via chats, emails 
· Email Management
· Accounts management
2022 Corporate Sales Executive- MultiChoice Kenya LTD.
Duties and Responsibilities
· Onboarding new client to DStv Business 
· Converting existing clients to Commercial package.
·  Data Collection
· Managing and resolving client’s complaints and inquiries.
2022 Data Administrator and Public Relations Officer- RUNKA SACCO
2018 To FEB 2022 Customer Care Representative- AZURI Technologies Kenya LTD.
Duties and Responsibilities
· Handling inbound and outbound calls.
· Quality Analyst
· Data collection
· Registration of new customers
· Managing and resolving agents’ complaints and inquiries.
· Tele sales team lead.
2021 To FEB 2021       Psychotherapist at Thalia Psychotherapy.
2016-2017                    Data Administrator and IT Officer- DAVID ENGINEERING LTD
Aug 2014-Nov2014	Sayare Radio Television Network.
Duties during this time were inclusive of;
· Editing TV News
· Editing TV Programs
· News gathering both for TV and Radio
· Shooting TV programs
· News Director
· Graphics Design


AWARDS AND ACHIEVEMENTS                                                       ATTAINED

· School Representative CERTIFICATE OF DECLARATON (School of Information Science,  IT, Journalism and Mass Media)
  (Eldoret College of Professional Studies)
· Best Leader of the Year CERTIFICATE
(Unisora Drama Club)

· Best Play Writer of the Year            CERTIFICATE
  (Unisora Drama Club)
· Best Actor of The Year CERTIFICATE
    (Unisora Drama Club)

OTHER SKILLS
· Basic skills in events organizing in live drama and play performance
· Good leadership skills
· Public relation.
· Editorial skills
· Good communication


Strength

My real strength is my attention to details, I pride myself to my reputation for following through and meeting deadlines. When I commit to doing something, I make sure it’s done and on time.



REFEREES
Gilbert Meo
Human Resource Manager
David Engineering Ltd
Phone: 0705 375 268
Nairobi

Barret Aguvasu
Regional Sales Manager
MultiChoice Kenya
P. O Box 5726-00100
Nairobi
Phone 0700373402
Barret.aguvasu@ke.multichoice.com

Jack Owuor.
Customer Support Manager 
Standard Focus KE
CONTACTS: Tel. (+254) 0733 789 686   
Jack.owuor@standardfocus.co
Skype: jack.owuor

	
