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Mobile: +254 759402546
Email: ezekielmuteti@gmail.com
PROFILE SUMMARY.










Results-driven and detail-oriented professional with a bachelors degree in business information technology (BBIT) and hands on exoerience in administration ,customer service and operations
management.skillled in leveraging technology to streamline operations,improve efficiency and support business growth .proven abolity to manage multiple tasks ,mantainaccurate records and deliver high quality service in fast paced environments.strong communicator with excellent problem solving
,organizational skills ,and leadership skills,committed to achieving both team and orgnizational objectives


[bookmark: SKILLS]SKILLS
· Efficient data entry
· Problem-solving and decision making
· Micro soft office suite
· Computer proficiency
· Technical skills
· Ability to work independently
· Good leadership skills
· Records and data management
· Database management systems
· Team leadership and supervision
· Communication and interpersonal skills
· Adaptability in fast-paced environments
· Customer service and client support
· Process improvement and efficiency support
· Administrative and office management
· Inventory cordination
· Enterprise resource planning
· Time management and organization

[bookmark: EDUCATIONAL BACKGROUND]EDUCATIONAL BACKGROUND


Sep 2016 – Sep 2022	: Taita Taveta University
: Bachelor of Business Information Technology

2011-2015	: Mukaa Boys Secondary School
Kenya Certificate of Secondary Education (B Plain).

[bookmark: WORK EXPERIENCE]WORK EXPERIENCE

3rd Feb 2024- may 2025	: Mama Nilishe enterprise Position	: supervisor

[bookmark: Roles and responsibilities][image: ]Roles and responsibilities
· Overseeing daily operations and ensuring efficiency and profitability
· Handling performance and training management
· Developing & implementing marketing strategies to increase customers base and drive sales
· Managing inventory order supplies and negotiating with vendors to optimize costs
· Handling customer complaints and resolving issues promptly to ensure satisfaction
· Monitoring financial performance and cost control
· Motivating and supervising staff
· Scheduling and managing staff availability
· Addressing employees’ issues and conflicts
· Collaborating with vendors and supplier’s
· Developing and implementing standard operating procedures
· Supported fiinancial tasks such as billing ,cash handling and reconciliation of daily transactions
· Prepared reports for staff performance for management reviews
· Ensured compliance with SOPs.
· Oversaw front desk operations eg check ins/out reservations and customer inquiries

Aug 2022-Aug 2022	: Independent Electoral and Boundaries Commission Position
: Polling Clerk

[bookmark: Roles and responsibilities (1)]Roles and responsibilities
· Prepared the polling station for polling day.
· Sets up and demarcated the polling station
· Ensured the polling place was clean and tidy; and set up polling booths.
· Verified the voter’s name and ID (and voter’s card number) in the voters’ register.
· Identified a voter electronically which involved checking and marking the names of voters in the voters’ register.
· Issued ballot papers to voters.
· Marked voters to show that they have voted.
· Ensured the security of election materials under my custody.
· Managed queues and directed voters to respective polling stations.
· Put up signs, statutory notices, and voter instructions, and made sure they were visible.
· Ensured that voters voted in secret and placed their ballot papers in the (correct) ballot box. [image: ]	Performed any other polling station duties assigned by the Presiding Officer.

[bookmark: April 2020-July 2020          : Combitec]April 2020-July 2020	: Combitec Limited	Industrial Attachee
Roles and responsibilities:
· Responded to user requests for service, troubleshoot problems and helped develop solutions.
· Supported PC hardware components, desktop operating system software, and application software.
· Performed minor repairs to equipment and arranged for other servicing needs.
· Identified and reported system issues.

· [image: ]Monitored antivirus software and updates and repaired computers infected with spyware, adware and/or viruses.
· Recorded activities, solutions and other responses to request for service.
· Assisted in maintaining inventory records and documentation for equipment.
· Maintained open communication and positive working relationship with staff. [image: ] Performed other duties/projects as assigned to me by my supervisor.

[bookmark: PERSONAL ATTRIBUTES]PERSONAL ATTRIBUTES
· Passion to work
· High integrity
· Team player
· Always appreciating with high sense of personal and organizational discipline
· Ability to work in difficult circumstances and multi –cultural environment
· Good communication skills

[bookmark: INTERESTS AND HOBBIES][image: ] INTERESTS AND HOBBIES	
· Traveling
· Reading
· Volunteering

REFEREEES.


Please feel free to contact the under mentioned in regards to my skills, knowledge or competencies.

1. Mr.Nyile
Lecturer Taita Taveta University 0718010173

2. Mrs. Mwanaidi Mohammed Mama Nilishe Enterprise 0720895189

3. Mr. Mulani Combitec Ltd supervisor
0719549440
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