MARY NGENDO BUNDI

Mail: maryngendobundi@gmail.com
Tel:0704695807

Dear Hiring Manager,

Dear Sir/Madam,

RE: JOB APPLICATION IN YOUR ORGANISATION:

| am writing to express my interest in any suitable position within your organization. | am a
hardworking, reliable, and customer-focused professional with experience in sales,
hospitality, retail operations, and customer service.

I have previously worked as a Sales Person under sole proprietorship, where I managed
customer relations, handled cash transactions, maintained stock records, and ensured high
levels of customer satisfaction. | also have hands-on experience in the hospitality industry,
having worked as a waitress and receptionist, as well as experience in retail and store
operations as a cashier and storekeeper. Additionally, | gained administrative exposure
during my attachment at the Ministry of Interior and Coordination of National
Government, where | assisted with procurement documentation and record keeping.

I am well organized, honest, and able to work with minimal supervision. | possess good
communication skills in both English and Kiswahili, strong attention to detail, and the
ability to adapt quickly in fast-paced environments. | am confident that my skills, positive
attitude, and strong work ethic would be a valuable asset to your organization.

| would welcome the opportunity to further discuss how my experience and skills can
contribute to your team. | am available for an interview at your convenience.

Thank you for your time and consideration.

Yours sincerely,
Mary Ngendo Bundi.

Tel:0704695807
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MARY NGENDO BUNDI

Mail: maryngendobundi@gmail.com Tel:0704695807
Languages: English & Kiswabhili (Fluent)

PROFESSIONAL SUMMARY

Dedicated and reliable professional with hands-on experience in sales, hospitality, customer service,
retail operations, and basic administrative support. Proven ability to work efficiently with
minimal supervision, deliver excellent customer service, manage cash and stock, and adapt quickly to
different working environments. Seeking opportunities in sales, hospitality, retail, customer service,
or general administrative roles within US/UK-standard organizations.

CORE SKILLS

Customer Service & Client Relations

Sales & Cash Handling

Stock & Inventory Management

Hospitality & Front Office Operations
Procurement Support & Documentation
Communication & Interpersonal Skills

Time Management & Multitasking
Teamwork & Independent Work

Basic Computer Packages (MS Word, Excel)
Record Keeping & Filing

PROFESSIONAL EXPERIENCE

Sales Person — Sole Proprietorship
Self-Employed | January 2024 — December 2024

Operated a small business under sole proprietorship.

Conducted direct sales and customer engagement to promote products and services.
Managed daily cash transactions and maintained basic sales records.

Controlled stock levels, ordering, and product display.

Built strong customer relationships to encourage repeat business.

Ensured professionalism, honesty, and accountability in all transactions.

Receptionist / Waitress

Nyama Choma Village — Nyeri
November 2023 — July 2024

Provided professional food and beverage service to customers.
Promoted to receptionist due to strong performance and reliability.
Handled customer inquiries, bookings, and front desk operations.
Maintained service standards, cleanliness, and organization.
Worked with minimal supervision to ensure customer satisfaction.
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Waitress / Cleaner

Stardust Hotel
January 2023 — September 2023

Initially employed as a cleaner and later promoted to waitress.
Ensured high standards of hygiene and cleanliness within the hotel.
Delivered quality customer service in food and beverage service.
Worked collaboratively with colleagues to meet service expectations.

Procurement Trainee

Ministry of Interior & Coordination of National Government — Office of the President,
Karatina
February 2021 — April 2021

Assisted in receiving, issuing, and filing procurement tenders.
Supported preparation and organization of procurement documents.
Maintained accurate records as per institutional requirements.
Gained exposure to public sector procurement procedures and ethics.

Cashier / Storekeeper

Chester Hardware — Karatina
June 2019 — December 2019

o Worked as a cashier handling daily customer payments.

e Promoted to storekeeper later in the year.

e Managed incoming and outgoing stock efficiently.

e Maintained accurate stock and sales records.
EDUCATION

Computer Packages Certificate

Aberdare Institute of Management
January 2019 — June 2019

e Microsoft Word, Excel, and basic computer applications
e Office documentation and data handling skills
Kenya Certificate of Secondary Education (KCSE)

Kiamwangi Secondary School
2014 — 2018

e Mean Grade: C
¢ Member, Guidance and Counselling Club
e Vice Chairperson, Catholic Union




Kenya Certificate of Primary Education (KCPE)

Gaturiri Primary School
2006 — 2014

e Score: 252 Marks

ADDITIONAL SKILLS

o Excellent customer service skills

e Strong problem-solving and critical thinking abilities

o High attention to detail

o Effective communication in English and Kiswabhili
INTERESTS

e Research

e Reading novels

e Travelling

e Cleaning and organization
AVAILABILITY

Available immediately for full-time, part-time, or contract roles.

REFEREES

Mr. Kaba

Kiamwangi Secondary School
P.O. Box 4-10101, Karatina
Tel: 0721 710535

Mr./Mrs. Gathara

Chester Hardware

P.O. Box 6-10101, Karatina
Tel: 0721 583 064

Mr. David M. Maina

Human Resource Manager

Ministry of Interior & Coordination of National Government
P.O. Box 52, 10101 Karatina

Tel: 020 203 2991

End of Curriculum Vitae
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