                                       CURRICULUM VITAE



Silvia Jerono Kogeluk

D.O.B		: 09/05/1988
Address	: Doha, Qatar
Email		: sjerono2015@gmail.com
Mobile	: +974 66575390
Visa Status: Resident Permit (QID)-NOC-
                                               CAREER OBJECTIVE


To be a member of an organization where growth and prospects are unlimited, people are recognized by their work. Looking ahead to work in a challenging environment and strive for excellence. I would like to be a part of dynamic team and contribute my skills and service towards the quantitative enhancement of the organization.

                                                     COMPETENCIES


I am a well presented and highly personable individual who has background in Administration of the kitchen staff at Hamad Hospital, Doha Qatar. I was able to gain the trust of my team with people from cross-cultures and various nationalities.

Looking forward to make contribution to an Institution that offers a genuine opportunity for growth and enhancing my knowledge/experience by working in a challenging and competitive environment.
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                                                  EDUCATION/COURSES


Oct-2013: Bachelor Degree of Chemistry in Catholic University of East Africa. 
July-2007: Certificate of Secondary Education in MOI Forces Academy Lanet.
Sep-2015: Food Safety in Alison’s online.


                                WORK EXPERIENCE


Sep 2014 – April 2017: Admin Supervisor @ Hamad hospital, Doha-Qatar

Responsibilities:

· Provide administrative coordination support to the Manager ad department.
· Reviews material and labor costs summary for the Manager's approval.
· Reviews drafts of material quotations subject to the Manager's approval.
· Updates the database profile of personnel & suppliers.
· Prepares and maintains the inventory of office supplies in the department.
· Organize and conducted office stationary stock inventory.
· Produced daily, weekly & Monthly reports.
· Assisted the manager with production of staff shift roster at end of the month.
· Facilitates the general office and administrative functions.

Jul 2011 - Aug 2014: Admin-In-Charge @ White Rhino Restaurant, Kenya 
Responsibilities:
· Managing Kitchen and stationary Supplies.
· Physical stock taking and preparation of stock reports and discuss with the purchasing manager.
· Keeps records of transactions and updates and maintain databases of information.
· Ensuring the staff is trained on Kitchen and Fire safety techniques.
· Keeping tabs on food material purchase cost and ensure that the employees follow the schedule.
· Responsible on hiring the new staff and be sure that he have all the hygiene standards to work within the outlet.

Oct 2010 - Apr 2011: Admin Assistant @ Sadolin Paints, Nairobi

Responsibilities:

· Plan, organize and manage the material purchases.
· Streamlined the Purchasing Department in the organization, creating excellent inter personal relationship within organization which helped business overall.
· Ensure that accidents. Fire, loss. Theft & damages are reported immediately in accordance with the company policy & procedures; thus ensuring remedial actions taken.
· Checking consistency & drying Properties of the Paints
· Negotiation & liaison with vendors like forwarders/transport companies for cargo movement.
· Inventory management in coordination with stock controllers.

Apr 2010 - Oct 2010: Admin Executive @ Multimedia University, Nairobi

Responsibilities:

· Responsible for the review of patient’s payment and receipt.
· Ensuring and Overseeing unpaid claims both patients and insurance claim.
· Perform processing claims and reimbursement from insurance company
· Responsible in checking & organizing the daily operational necessity of the medical equipment’s & office supplies.
· Making Reports as per Management Requirement.
· Maintain Healthy & Clean work environment.


Jan 2007- Mar2010: Sales Executive @ Tanjam East Africa, Nairobi 

Responsibilities:

· Identifies business opportunities by identifying prospects and evaluating their position in the           industry; researching & analyzing sales options.
· Demonstrating products, services and solutions to potential clients.
· Making the daily sales report.
· Replenishing my section and making sure that we display all our items in a professional manner for the customer.
· Achieved target every month.

                                              TECHNICAL SKILLS

· MS-Excel intermediate level 
· MS - PowerPoint/Word/Outlook
· Typing Speed: 45 wpm with 90%+ Accuracy.
· Full Exposure to Internet.
· Have excellent command and knowledge of internet surfing & search modules.
                                          LANGUAGES PROFICIENCY

· English: Fluent working proficiency.
· Arabic: Average spoken

                                                   KEY STRENGTHS

· Good Communications.
· Time Management.
· Highly Organized & Quick Learner.
· Prioritize work schedules to manage time effectively.
· Very patient working under pressure.
                                                   DECLARATION


I hereby declare that the above information is true to the best of my knowledge.
	
  Place: Doha – Qatar
  

  References & Certificates furnished upon request.
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