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CURRICULUM VITAE                                               

      PERSONAL DETAILS

· Name:                       Mildred Mokeira 
· Date of Birth:         7th may 1995
· Gender:                     Female  
· Nationality:             Kenyan
· Marital Status:       Single
· Contacts:                 +254794647844
· Passport no:            BK130803
· Languages:              English, Arabic
· Email:                mildred.mokeiracci@gmail.com  

CAREER OBJECTIVES
Highly motivated, enthusiastic and an exceptionally ethical employee. Dedicated to positive client relations with vast customer service background. Seeking a position to utilize my excellent verbal skills, with interpersonal, organizational and comprehensive knowledge of the Service Industry. 

QUALIFICATIONS 
· Customer-service oriented.
· Strong communication skills and an eye for detail.
· Able to solve problems and resilience to stress and effort.
· Can work independently and utilize strong listening, speaking and decision-making skills.
· Ability to work in a fast-paced environment and converse with a wide variety of people of different cultural backgrounds.
· Adapting to the changing needs of customers.
· Maintain professional attitude in challenging situations.
         Knowledge of Microsoft Word, Windows and other basic computer programs
· Experience in working with targets and tight deadlines.
· Good negotiation and persuasion skills.


    
EDUCATIONAL BACKGROUND

· 2014-2016:  Diploma in cooperatives management 
           Cooperative university college Nairobi (Karen) 
· January2014-march2014:  Computer studies:   zetech college of computer studies (Ongata rongai)
· 2010-2013:     Gakuuni girls Secondary School (meru)
            Kenya Certificate of Secondary Education
· 2004-2009: St Mary’s Primary School (karen)
            Kenya Certificate of Primary Education
· 1998-2003:Mwatate primary school and preparatory (Taita)

PROFFESSIONAL BACKGROUND

CALL CENTER AGENT.
Call center International (CCI) Kenya. Nairobi
  2019-2020;
D.light kenya (duties)
· Keep tracking outstanding debts
· Plan course of action to recover owed money
· Locate and contact debtors 
· Negotiate payoff deadlines and payment plans
· Handle customers' questions or complaints
· Identify gaps in the system and recommend solutions
· Build trust with debtors 
· Update account status and database regularly
· Comply with requirements when legal action is unavoidable

 
JUMIA KENYA
 In a fast-paced inbound/outbound call center processed customer and sales
representative request for order entry, returns, credit issuance, tracking,
delivery and invoicing in a timely manner via phone, internet and Email.
DUTIES
· Receiving orders from customers
· entering accurate ordering information into a company’s system
· providing payment options, processing payments and giving order confirmations.
· Promptly and methodically responded to customer inquiries to identify and resolve issues with initiative and good judgment.
· Oder verification and tracking.
· Assist customers in navigating the company’s website, and placing orders online 
· Troubleshooting any technical issues.
· Performed a variety of concurrent tasks, handled escalations using salesforce, Refunds and returns and Live chats.

Sales and marketing 
 2014-2016
POSITION: sales merchandise and product promotion 
DUTIES AND RESPONSIBITIES
· Find potential customers for the product being promoted
· Explain about the product to new potential customer and get them convinced to buy the product.
· Ensure the products being promoted are available in all necessary or shortlisted stores and supermarkets.
· Check that the products are in the right and required categories I the stalls.
· Check and sign orders for the product and ensure that the orders are delivered.
· Receive and sign sales records from my team of product promoters.
· Provide the necessary motivation to my team of product promoters so as to ensure we reach the target given by our product clients
· Check in with all the given outlets to ensure that the customers are getting the free samples from my team of promoters and see that the discounts and price cuts are up to date
· Deliver the required documents or paper works from my promoters through me to my seniors. 
· Above all promote team work among the team of promoters.


      HOBBIES
· Travelling
· Reading Novels
· Exercise and sports


REFEREES

· Available Upon Request
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