                                         CURRICULUM VITAE
PERSONAL DETAILS
NAME                                     : COLLINS MWALE
ADDRESS                                : P.O Box 2023-00200
EMAIL                                     : collinsmwale54@gmail.com   
TELEPHONE NO                    : +254 17799483/0750834179
PERSONAL BIO-DATA
· Nationality               : 	Kenyan
· Gender                     : 	Male
· Marital Status          : 	Single
VISION
Ensure excellent, efficient and professionalism in the service provision to all clientele.

PERSONAL PROFILE
I am a self-motivated, hardworking and have good communication skills hence team player.
COMPUTER PROFICIENCY
· QuickBooks point of sale
· H.I.S System
· N.H.I.F system
· Computer automation tools i.e. Ms. word and excel, Ms. power point ,Ms. access
· Email and internet skills
· Computer hardware & software services
EDUCATION BACKGROUND
2015 -2017    :  Kenya Institute of management
                           Diploma course in Business Management
2013-2014     :  Kenya institute of management 
                           Certificate course in Business management 
2013               :  Faidisha College of business studies and information technology
                           Certificate course in computer operations and maintenance
2014               :   Convoy driving school and computer training 
                            Certificate of competency and driving license for BCE class of vehicles
2008-2011     :   Lusengeli Secondary School
                             Kenya Certificate for Secondary Education (K.C.S.E)
1999-2007     :   Kipkongen Primary School 
                            Kenya Certificate for Primary Education (K.C.P.E)
WORK EXPERIENCE.
December 2024-Present: Maxi mile Tyres Kenya as Sales and Marketing Executive
· Getting new clients and increasing our sales
· Follow up on payments and responds to complaints or claims raised
· [bookmark: _GoBack]Advice the management on how to improve our products based on ground research and competitions.
· Offering training to new staff 
2017- 2024   :    At Nairobi west hospital 
· Currently work as a customer care executive and call centre agent with the following roles,
· Ensure all devices for calls, messages, and emails are all active and operational all the time
· Booking of doctors, consultant both for clinics and review of patients
· Respond to incoming emails, calls, messages and divert to respective areas where necessary 
· Keep Doctors, consultants and the staff updated with the changes done within the facility from the management. 
· Worked in claiming and dispatch department mostly NHIF, AON and other insurance companies
· Worked in registration and admission department 
2015-2016 
JEDHACOM LOGISTICS LTD as Office Clerk
· Ensure all trucks, drivers and turn men are in good condition before they leave the yard and on the road
· Follow up on payments of each and every delivery done
· Respond to any query, emails, messages concerning our firm 
· Report to the general manager on daily, weekly, and monthly basis
HOBBIES
· Listening to music 
· Traveling
REEFEERIES
1. Mr.  Walaga 
General Manager 
Maxi mile Tyres Kenya
0720827954

2. Lucy Kibicho
Human Resource Manager
Nairobi West Hospital
0722669589
lucykmuthoni@gmail.com
3. CINDY MUTUKU
Customer Care Manager
Nairobi West Hospital
0722595056


