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  CURRICULUM VITAE	
	Career Objective
	Detail-oriented and results-driven Procurement & Supply Chain professional with a Diploma in Supplies and Procurement Management and hands-on experience in government procurement, inventory control, tendering, and supplier coordination. Proven ability to manage purchasing documentation, maintain accurate stock records, and support compliance with public procurement procedures. Adept at customer engagement, record-keeping, and operational support in fast-paced environments. I seek to develop my skills in an organization or institution that offers both challenges and opportunities for personal initiative and career advancement, leading to a position of responsibility as a result of providing service to society with remarkable performance..

	Education  



            
Skills and competencies



                  
	2022-2024: Diploma in supplies and procurement management, Mount Kenya University.
2017-2020: Kenya Certificate of Secondary Education, 
Njumbi High School 


• Procurement & Purchasing Operations
• Tendering & Evaluation Support
• Local Purchase Orders (LPOs) & Requisitions
• Inventory & Stores Management
• Supplier Invoice Processing
• Records & Documentation Control
• ERP / Integrated Information Systems
• Customer Service & Client Relations
• Negotiation & Debt Recovery
• Microsoft Office & Data Entry



	Experience
	CHAPEO CAPITAL LIMITED 
Debt Collection Officer and Telesales.

OCT 2024 - NOV 2025

• Engaged clients to assess loan requirements and provide financial solutions.
• Managed loan follow-ups and debt recovery, ensuring timely repayments.
• Maintained accurate client records and financial data.
• Delivered high-quality customer service while meeting strict performance targets.
• Negotiated repayment plans, improving collection success rates.


Ministry of Roads and Transport
State Department for Roads – Mechanical & Transport Division
Procurement Assistant (Industrial Attachment)

May 2024 – August 2024

• Prepared Local Purchase Orders (LPOs) and Purchase Requisition Forms in line with government procurement procedures.
• Supported tender opening and evaluation processes.
• Processed and prepared documentation for supplier invoice payments.
• Updated S13 registers and bin cards for all received and issued items.
• Uploaded procurement and store records into the Integrated Information System.
• Supported store perations, including receiving, custody, and issuing of materials.
• Maintained accurate filing and audit-ready procurement records.


	
	
 Salem Quarry Company
Receptionist / Sales Officer (Weighbridge)

January 2021 – September 2021
• Managed front-office operations and customer inquiries.
• Handled sales transactions and weighbridge documentation.
• Maintained daily sales and dispatch records.
• Provided professional customer service to walk-in and corporate clients.
Telkom Kenya
Sales Agent
2021
• Promoted and sold telecom products and services.
• Built strong customer relationships to drive repeat business.

PROFESSIONAL ATTRIBUTES
• Highly organized and detail-oriented
• Strong communication and interpersonal skills
• Reliable, adaptable, and deadline-driven
• Team-focused with a proactive work ethic
• High integrity and confidentiality in handling records



	REFEREE
	
Mr. Fredrick Robert Ithamba
Procurement Officer
Ministry of Roads and Transport.
Mechanical and Transport Division
P.O Box 30043-00100
NAIROBI, KENYA
Tel:0700687186
Email:fredrickithamba@gmail.com


	
	



