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PROFILE SUMMARY
Proactive Administrative and Virtual Support Professional with over 10 years of experience providing executive, operational, and customer service support. Skilled in managing schedules, meetings, and communication using Microsoft Office, Google Workspace, and virtual collaboration tools (Teams, Zoom). Demonstrated success in marketing, project coordination, and inventory management. Adept at multitasking, maintaining confidentiality, and ensuring efficient business operations both onsite and remotely.
CORE COMPETENCIES
• Administrative & Virtual Assistance
• Office Coordination & Team Support
• Microsoft Office Suite & Google Workspace
• Online Meeting Tools (Zoom, Teams, Meet)
• Data Entry & Report Writing
• Calendar & Email Management
• Marketing & Client Engagement
• Purchasing & Inventory Management
• Time Management & Confidentiality
PROFESSIONAL EXPERIENCE
Kevak Properties Ltd – Marketing, Operations & Projects Assistant
October 2025 – Present
• Manage marketing and client relations, promoting rental and sale properties.
• Oversee apartment setups, renovations, and home furnishing projects to ensure readiness and quality standards.
• Conduct property inventories, manage suppliers, and handle purchasing and accounting records.
• Coordinate property listings for online platforms and assist in finding rental or purchase options for diaspora clients.
• Support management through reports, data tracking, and virtual meetings via Microsoft Teams and Zoom.
• Maintain organized communication with clients and vendors using Microsoft Office and Google Workspace tools.
Proto Energy Ltd – Office & Admin Manager
March 2022 – May 2025
• Oversaw daily office operations, logistics, and staff welfare.
• Coordinated weekly team and management meetings via Teams/Zoom.
• Maintained records, budgets, and procurement documentation.
• Supervised administrative assistants and drivers, ensuring compliance and safety.
R.O.C.K Bridge Ministries – Personal Assistant & Program Support
April 2017 – February 2022
• Managed executive scheduling, events, and international guest visits.
• Coordinated virtual communication with donors and partners.
• Handled student sponsorship programs, payroll, and accounting.
Earlier Roles Include:
• Digital Sales Executive – Berrycom Ltd (2015–2017)
• Sales Manager – M-KOPA Kenya Ltd (2013–2014)
• SAP Stocks Controller – Nairobi Bottlers Ltd (2012–2013)
• Customer Care Representative – Safaricom Ltd (2010–2012)
• Customer Service Representative – Nairobi Bottlers Ltd (2007–2010)
• Customer Service Assistant – Nairobi Bottlers Ltd (2003–2006)
• Customer Care Officer – Career Counseling & Guidance Prep Centre (2003)
EDUCATION & CERTIFICATIONS
• Diploma in Sales & Marketing
• Certificate in Customer Care
• Certificate in Counseling & Guidance
• Certificate in Computer Applications & ICDL Part 7
• Safety and Fire Marshall Training
REFERENCES
Available upon request.




