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PROFESSIONAL SUMMARY
Finance and administration professional with over 13 years of diverse experience across banking, accounting, customer service, and operations spanning both Kenyan and international markets. Demonstrated expertise in credit risk management, financial reporting, process optimization, and customer relationship management, with a strong understanding of ERP systems (T24), LOS, and EDMS. Known for attention to detail, reliability, and the ability to thrive in high demand environments while ensuring regulatory compliance and service excellence. Currently seeking to contribute this experience to a dynamic, forward-looking organization locally or globally where I can support strategic financial management, operational excellence, and sustainable growth through strong analytical and interpersonal skills.
CORE COMPETENCIES
· Financial & Management Reporting
· Credit Administration & Risk Mitigation
· Customer Relationship Management
· Payroll & Staff Welfare Management
· Banking Operations & Cash Management
· Office & Supplies Administration
· Data Integrity & MIS Reporting
· Stakeholder Engagement
· ERP Systems (T24), LOS, and EDMS proficiency
· Communication & Interpersonal Skills
PROFESSIONAL EXPERIENCE
Al Jazeera Sweets, Pastries, Flowers and Chocolates WLL – Doha, Qatar
Accountant & Customer Service Consultant
June 2024 – Present
· Process supplier payments and maintain credit records in line with agreed terms.
· Consolidate daily sales data across branches and generate monthly sales and production reports.
· Prepare financial statements, including balance sheets and P&L reports.
· Manage staff welfare: payroll, salary advances, vacation schedules, and renewal of Qatar IDs.
· Handle inventory and procurement of office/branch supplies.
· Process client orders, coordinate packaging/delivery, and ensure customer satisfaction through issue resolution.
· Maintain accurate financial and administrative records.
KCB Bank Kenya Limited – Eldoret Branch
Credit Administration Officer
Oct 2016 – Apr 2019
· Monitored loan portfolio quality, reducing NPLs and improving portfolio health.
· Ensured facility documentation compliance and timely insurance updates.
· Reconciled credit accounts and maintained accurate MIS reports and credit returns.
· Facilitated customer visits for relationship management and collection follow-ups.
· Tracked repayments and generated monthly performance reports.
Accounts & Administration Officer
Aug 2014 – Sep 2016
· Oversaw expenditure reports across departments and supported financial planning.
· Managed branch assets and oversaw stock and supply of staff resources.
· Processed foreign currency transactions and promoted banking products.
Cash Officer
Mar 2012 – Jul 2014
· Processed cash/cheque transactions and served as vault custodian.
· Ensured daily cash reconciliation and end-of-day reporting.
· Promoted cross selling of bank products.
Support Staff – Personal Banking Division
Jan 2011 – Feb 2012
· Built and maintained institutional loan partnerships under the check-off system.
· Conducted due diligence on loan applicants and ensured document authenticity.
· Distributed promotional material to branches nationwide.
Direct Sales Representative
Oct 2010 – Dec 2010
· Marketed bank products through direct outreach and on-site activation campaigns.
· Identified new business opportunities and maintained customer relationships.
EDUCATION
United States International University – Africa (USIU-A)
Bachelor of Science in International Business Administration (Finance)
2006 – 2010
Institute of Advanced Technology (IAT)
Certificate in Personal Computer Applications
2005
Chavakali High School
Kenya Certificate of Secondary Education (KCSE) – Mean Grade B–
2000 – 2004

KEY ACHIEVEMENTS
· Successfully acted as Assistant Manager – Service & Quality Compliance, KCB Bank.
· Served as Acting Personal Banker, enhancing client relationships and portfolio performance.
· Organized impactful events as Chair of the Business Club at USIU-A.
· Led student leadership as Senior School Captain, Chavakali High School.

TECHNICAL PROFICIENCY
· Systems: T24 (Temenos), LOS (Loan Origination System), EDMS
· Tools: Microsoft Office Suite (Excel, Word, PowerPoint), Email & CRM platforms
· Languages: English (Fluent), Kiswahili (Fluent)
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Manager, SQC – KCB Bank LTD, Eldoret Branch
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