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Situma  Wamalwa Paul
Objective	Use my knowledge and experience to dispense my duties diligently. 
Experience	

Jan 2015 -  May 2017	Inter-consumer Link
                          Customer Relations Executive
· Worked hand in hand with the dispatch personnel and  the back office in general to ensure timely and efficient delivery of items procured. This included follow-up on payments
· Operation of switchboard and calls from clients listening to concern and answering queries in the long run making follow-up over the same
· Offer office automation solutions, customer relations services and direct sales.
· Identified new  tunnels and verticals with a view of expanding client base.
· Perform after sales duties this includes but not limited to quality assurance, trouble shooting and provide any assistance to ensure client satisfaction.
· Prepare and send invoices to clients.



May  2013 - May 2014	   Tononoka Steel Mill (K) LTD
Data Entry Officer
· Verification of data and filing
· Trained staff on use of new and current accounting software and general databases. 
· Performed data input and processing and reported to the IT manager on a daily basis.
· Undertook stocktaking of pipe, and other items sold from our  warehouse on a weekly basis.
· Generated weekly, monthly and yearly reports which were based on financial issues and delivered to the General Manager in a timely manner.

July 2012–  March 2013	 IPSOs Synovate

                            Research Assistant.
· Main responsibilities involved carrying out qualitative surveys by using Focused Group Discussions (FGDs) and In Depth 
Interviews (IDIs).
· Assisted in providing logistical support to enable smooth and effective running of the research program.
· Carried out interviews in seven district hospitals and fourteen 
health centers.
· I was assigned one of the four wheel drive vehicles which I used to carry out the research. I undertook the duties of daily logging of the vehicle and basic maintenance e.g. checking for water and oil on a daily basis ensuring that the car is always in sound condition.
· Helped in designing guidelines and questionnaires.
· Took notes during interview sessions.
· Prepared transcripts. 


2006-June 2008 	British American Tobacco  (K) Ltd. 
                               Clerk 

· Performed data input and processing and reported to the IT manager on a daily basis.
· Undertook stocktaking of antiques and other items sold by the firm in our Libra house office and town office on a weekly basis.
· Generated weekly, monthly and yearly reports which were based on financial issues and delivered to the General Manager in a timely manner.
· Performed all clerical duties as assigned to me by the sub-centre extension officer
· Record reconciliation 
. 



Education Background:
                      20015 up to date    Kibabii University
                                   Degree Bachelor of Arts  EnglishLiterature{continuing}
                       2009 – 2012            Masinde Muliro University
· Diploma in Disaster Management

2012		        Intra-global ICT 
· Proficiency Certificate in computer Application
2005		          A.C Butonge High School 
· Kenya Certificate of Secondary Education (K.C.S.E) C+
2001		          Netima Primary School 
· Kenya Certificate of Primary Education (K.C.P.E)

Miscellaneous
Training	
· Time Management Skill, Redcross Kenya,2011
· Basic Security in the Field,Security Group Africa, 2014
· First Aid Skill and Practices,Redcross Kenya 2012
· Fire fighting Skills,G4s,2012

Awards received 
· Achievement Award from Kenya Scout Associaton for the best Scout leader during the year 2002
· Achievement Award from A.C Butonge High School for the best student leader during the year 2005









Core competencies 
· Strong leadership, interpersonal skills and team player
· Excellent communication skills
· Excellent knowledge of English and Kiswahili (written and verbal)
· Good typing skills
· Ability to work under pressure
· Good time management
· Good organizational skills
· Excellent team player.




Core values
· Accountability 
· Integrity
· Reliability 




	Referees

	
	

	Dr. Ben Nyongesa
Dean Head of Department  
Faculty of English Literature
Kibabii University
Mobile: 0726 541 883

	Dr. Nabiswa Makhanu
Dean Head of Department 
Finance Masinde Muliro university
Mobile: 0710 414 943

	Mr. Shuma Mbele
Administrator
Tononoka Steel Mills
Nairobi
Tel: 0722 986 027





