CURRICULUM VITAE
[image: image1.jpg]



NAME      


: Nancy Kagendo Mugo
ID NO


            : 22258182

STATUS 


: Single
NATIONALITY

: Kenyan
ADDRESS


: P.O Box 24932 – 00502, Nairobi

TELEPHONE
            : 0721-622252/0723-284426
EMAIL


: nanmugo@yahoo.com
LANGUAGE

            : English & Swahili.

Personal Specification.

Evidence of excellent communication and organisation skills, formal qualifications and proven ability in the workplace.  Successful experience of managing an office, Competence in bookkeeping and computer literacy, well organised and efficient but also flexible, excellent interpersonal skills and committed to values and virtues. 

Academic Background
2000 -2001                -
Loreto Msongari IT and Secretarial College (Full     Secretarial Exams certificate).
2001 – 2002

-
Don Bosco Secretarial and computers institute (Full





Computerized Secretarial Certificate).
1996 -1999

-
St. MaryGorretti Rukuriri High School (KSCE C -)
1986 -1995                  -  
Karaba Primary School (KCPE 390 Mks)

Professional qualifications

SUBJECT:

                  STAGES:


GRADES:


Business English


111


Pass

Office Management


111


1st class pass

Type writing



111


Pass

Commerce



111


Pass

Bookkeeping/Accounts

111


1st class pass

Computer
Ms Word, Ms Excel, Ms Access.                                       Ms Publishers, Ms PowerPoint, Internet & Email.

Switchboard
Practical Experience.
Office Equipments
Operates, Photocopier, Printer, Scanner, laminator, binding machine and fax.
Currently



: Key responsibilities

Section Engineering & Co.              -General Administrative. i.e.
P.O Box 4846 -00506
                        -Computing and maintain Company 

Nairobi.



 Correspondences.

-Managing the office and overseeing its smooth                            operation.
-Dealing with reception and enquires

-Maintaining filing and information systems.

-Keeping office diary

-Dealing with suppliers and making orders as required.
-Assisting the Director in company matters managing staff and personnel information.
-Maintaining accurate sites records and pay roll.





-Petty cash management and book keeping.





           -Maintaining office equipment and stationery.
Working Experience
August 2007 – 2009Jan
: Key Responsibilities

-Assistance administration i.e.

Centre for Tropical &
-Dealing with receptionist & enquiries.

Travel Medicine
-Processing incoming and outgoing mails.

C/O Dr. Charles N. Chunge
-Taking and receiving messages.

P.O Box 7399-00200                          -Maintaining medical records for patients.

Nairobi
-Receiving and receipting payments.

-Booking appointments for doctors.

-Acted as clinic Secretary in computing     correspondences and medical report.

-Managing the junior staff

- Filing.

Oct 2005 – Jan 2007

            : Key responsibilities
A.F Gross Advocates

            -Dealing with reception and enquiries.

P.O Box 57792


-Operating switchboard

Nairobi



-Processing incoming & outgoing mails






-Maintaining filing and information systems






-Assisted in computing correspondences






-Faxing and photocopying






-handled petty cash

-Maintaining diary and booking appointments for advocates.

Referees:

DR.RUTH CHUNGE

ASST. DIRECTOR

CENTER FOR TROPICAL AND TRAVEL MEDICINE

P.O BOX 7399 – 00200

NAIROBI.

MRS.RUTH NDAUWA
ADMINISTRATOR                                                                                                                                                                                                                                                                                             
A.F GROSS ADVOCATES

P.O BOX 57792 – 00200

NAIROBI.

MS. ANNE   MUTHONI
KAREN SURGERY

P.0 BOX  24932 -00502

NAIROBI.                                               
