CURRICULUM VITAE 
 

PERSONAL DETAILS 
	Name 
	Machoni Caleb Ondieki

	Sex
	FMale

	Nationality 
	 Kenyan 

	Religion 
	 Christian  

	Languages 
	  English, Kiswahili and Ekegusii

	Phone number 
	   0705247490

	Email Address 
	 machoniondieki@gmail.com


	Marital Status
	Single

	Career Goal 
	 To immensely use my knowledge, skills    and experience that I have to shape and transform the society positively 


 
EDUCATIONAL BACKGROUND 
	2008-2011
	Kenya Certificate of 
Secondary Education 
D+
	 St.Peters Suneka High school 

	2000-2007
	Kenya Certificate of Primary education (K.C.P.E.)  291 (marks) out of (500) marks 
	Ebate primary school 


 









WORK PROFILE 
	YEAR 
	RESPONSIBILITIES 
	SUPERVISOR 

	
2022-Present (Assistant Clerk at St. Fatma Girls High School)



	
· Maintain files and records so they remain updated and easily accessible
· Sort and distribute incoming mail and prepare outgoing mail.
· Recoding and updating data bases
· Utilization of office appliances such as the photocopiers and printers
· Undertake basic book keeping tasks and issuing invoices 
· Process and prepare documents such as business or government forms and expense reports.
	
Mr. John Maingi
(0717323761)

	2021-2022
(Main Cashier at Mobistar Hardware)






	
· Mange transactions with customers using cash registers
· Scan goods and ensure prices are accurate
· Collect payments whether in cash or credit
· Issue receipts, refunds, change or tickets.
· Redeem stamps and coupons
· Cross-sell products and introduce new ones
	Mr. Paul Nguru
(0705316258)

	






2014-2015(Kenya scouts Association)











 
	
· Was incharge of training 
· Coordinate sales efforts with team members and other departments


	Miss Catherine Mwaniki
(0719126573)


Skills and Interests
·  Good interpersonal skills
· Flexibility skills
· Analytical skills
· Team work skills
· Problem solving skills

Proficient in; 
· Account receivables
· Account payables
· Inventories
· Payroll 

Hobbies 

· Reading business magazines 
· Travelling
· Building computer networks 
Referees 
 
Sir John Maingi                                                                             
Supervisor at Madison Group
Tel: 0717323761
E-mail: maingijohn6523@gmail.com

Mr. Paul Nguru
Team Leader at My Credit Limited
Tel: 0705316258
E-mail: paulnguru@gmail.com

 
 

