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Mobile: +254 726782683 or +254 753913382    
E-mail: phylo.simo1@gmail.com

Personal Profile 


I am an energetic, ambitious person who has developed a mature and responsible approach to any task that I undertake, or situation that I am presented with. I am excellent in working with others to achieve a certain objective on time and with excellence. I have strong technical skills as well as excellent interpersonal skills, enabling me to interact with a wide range of clients, I am eager to be challenged in order to grow.    

Achievements


· Meeting deadlines  
· Saving time and money  
· Improving systems 
· Introducing new processes 
· Training others  
Personal Achievements
· Completing an endurance event
· [bookmark: _GoBack]Leading a sports team 
· Raising large sums for charity
Education


2021 to Date:	Diploma in Information Science Module 11 (Undertaking) : 2018 to Date 
Institution:	Strive and Excel College (Knec Examination Body)

July 2019:	Certificate of Participation Seminar on Customer Care
Institution:	Strive Consultants Team

2018 July:	Certificate in Information Studies Module 1
Institution:	Strive and Excel (Knec Examination Body)

August 2018:	Certificate of Completion in Microsoft Windows 2010, Advanced Excel, Adobe pagemaker, Microsoft Publisher & Internet & E-Mail
Institution:	Strive and Excel College

Sep 2021-Jan 2022:      Certificate in Computer Application	
Institution:	African Center for Women Information & Communication Technology

April 2013:	Certificate of Prticipation in Lifeskills Training 
Institutions:	Kenya Private Sector Alliance (KEPSA) 
	Kabete Technical Training Institute (KTTI)

October2012:	Certificate in Front Office Operations & Administration
Institution:	East African Institute of Certified Studies

October 2009:	Certificate in Office Precedures
Institution:	City and Guilds (Strive & Excel College)

Dec 2008-July 2009:	Certificate in Travel Tourism & Hospitality Management
Institution:	The Association Of Business Executives
	 
Jan 2008-June 2008	Certificate of Completion in Microsoft  Unlimited Potential Course
Institution:	The African Center for Women,  information $ Communication Technoogy	
	

Jan2003-Nov2006:	Kenya Certificate of Secondary	
Institution Name:        Gladys Girls High School


Work Experience


August 2016 to date:		Data  Clerk
Institutuion Name: 		Kenyatta University



[image: ]Skills


Technical
· Proficient with Microsoft Word, Excel and PowerPoint
· Database 
· Microsoft office
· Computer languages
· Bookkeeping
· Fast Typing  

Interpersonal 
· Ability to work effectively under pressure 
· Proactive Team player able to work on own initiative
· Ability to listen and make good decisions 
· Excellent communication and interpersonal skills 

Other
· Excellent interpersonal skills demonstrated by communicating with clients and colleagues 
· Friendly personality 

Hobbies and Interests


Hobbies
1. Reading books and articles
2. Playing sports
3. Travelling

Interests
1. Organising events in the community
2. Volunteering local organisations
3. Being involved in charities
4. Joining social, environmental, animal rights groups 

Referees


	
Mr. Antony Mungai Ngugi			 
Administrator, Kenyatta University 			
Address: 43844-00100
Tel: 0724967567

Prof. John Mugubi
Dean, Kenyatta University
Address: 43844-00100
Tel: 0724788668				 
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