CURRICULUM VITAE

PERSONAL PROFILE
Name: Nancy Amachilang Esialai
Phone: 0727975596
Email: esialainancy@gmail.com
Address: 159 Malava

PERSONAL BRANDING (SUMMARY)
Am an office administrator expert in front office management,mailings,office security management, telephone calls management, official meeting coordination, communication skills and computer document pressing.am good in Microsoft word, internet and publisher.

ACADEMIC QUALIFICATIONS
- Certificate in office administration (level 5)2024-2025
- Certificate in secretarial studies single and group stage 1
2012-2013(Sigalagala national polytechnic)
- St. Thomas Amagoro girls 2008-2011
[bookmark: _GoBack]- Kajei primary school 1998-2007

WORKING EXPERIENCE
1. Butali law courts dealing in customer care and front office management, typing of proceedings, typing of memos, notices and other correspondence, scanning photocopying and printing of documents, filing, dispatching documents to various offices
2. Volunteer attachee and a trainee at the same time at shamberere national polytechnic and also I was a class representative.
3. Apex cyber, bookshop and mpesa services and all data input
4. Link up services, safaricom dealers (sales and marketing)
Mobile phones, customer services, report writing and all data input, ministore distribution of airtime to other companies.

SKILLS
· Effective communication 
· Personal effectiveness 
· Emotional intelligence
· Team work
· Leadership
· Data analysis
· Computer technology
· Employability skills 
· Creative and problem solving
· Business analysis
· Time management
· Adaptability
· Critical thinking


SHORT COURSES
· Certificate in self-skills- Brighter Monday
· business management and group dynamics- Eclof Kenya
· Jubilee College of computer studies 
· Leadership training 
ROLES AND RESPONSIBILITIES 
· Typing of proceedings 
· Typing memos, notices and other correspondence
· Scanning, photocopying and printing of documents
· Filing
· Dispatching documents to various offices
· Front office management
· Mailings 
· Office security management 
· Telephone calls management 
· Official meeting co-ordination
· Communication skills
· Computer document processing 
REFEREES 
1. Betty Maikuva
HOD Business Department 
0713506172
Shamberere Polytechnic

2. Redlyne Khisa
Dean of Students 
0720375571
Shamberere National Polytechnic

3. Silas Muloosi
Linkup Services LTD
0712112994/0718387170
Malaba 




