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Roseline Karingithi

Email : roseline252@yahoo.com Mobile No: +97150-4766251
EXECUTIVE PROFILE

Highly Professional, Result Oriented Lady with over 12 years of high quality experience planning and directing executive-level administrative affairs and support functions in multi-cultural environments in UAE & KENYA. A proven record of success working for the Senior Management of multinational companies. Has always developed an effective working relationship with colleagues and affiliates at various levels and willing to continuously acquire new competencies and accept new challenges. Strongly self-motivated, enthusiastic, and committed to professional excellence. As part of an on-going desire for new competencies and challenges, underwent a training course in Logistics Management in order to broaden the scope for further opportunities in the job market.
Proven areas of expertise includes:-

♦Administration Operations Management 

♦Cost Reductions / Profitability Improvement
♦ Travel Management




♦Team Leadership 
               ♦Confidential Correspondence & Data Management
♦Professional Telephone Demeanor



               ♦Procurement Management



♦Executive Office Management    
               ♦Planning & Organizing




♦Office Procedures & Practices   

               ♦ Training & Staff Supervision              

              ♦Cross-Cultural Work Environments 

               ♦Logistics Management 

Professional Profile
Roadlink Transport LLC



From: June 2006 – upto date
Dubai, U.A.E.

Logistics Co-ordinator /Sales Co-ordinator
 *Focused and performance oriented with inherent selling skills that need to be honed.

 * Excellent negotiation and communication skills.

 * Liaison between the Customers and Operations during deliveries, information regarding loading/unloading destinations, and tracking the en-route trucks status through GPS.
*Keeping proper records of the fleet as well as follow-ups with the work-shop regarding any mechanical faults that need attention to ensure the fleet is in as perfect a condition as possible.

* Building healthy rapport with the clients to develop customer relationship.
* Acknowledging customer LPO’s and processing them, providing order status and updating customers on deliveries, to ensure that    goods are received in sufficient time to meet delivery dates

*Involved in weekly departmental meetings with the Sales and Operations teams to review the current status of the on-going work, as well as looking into any follow-ups required for the short term including incoming new businesses.
* Attend enquiries and do quotation accordingly as well as do filling for all the job. Closing the jobs  Cards as well as doing daily report and hard it over to the accounts department for each job for invoicing. 
*Keep records or the Tariffs and monitor the rates in the market and advise my sales team.
* Do documentation for the imports goods for our clients but mainly deals with GCC Countries.
* Coordinates with clearing agents at the borders and advise our clients incase there are new rules for the imports.
Bonyan International Investment





Dubai, UAE

Personal Assistance to Regional Manager 




Jun-2004 –Dec-2005

Managed the overall secretarial and administrative operation of the leading company engaged in the business of Construction and assisted the Regional Manager in managing a variety of routine secretarial & administrative operations management duties.  The Annual Turnover of the company exceeded over AED.125 Million.    

· Provided direct executive office support to the Director performing advanced, diversified and confidential secretarial and administrative duties.

· Served as liaison between Manager and staff and screened telephone calls.

· Continuously implemented and improved departmental efficiency through elimination of non-value added tasks. 

· Prepared clear and concise independent correspondence using appropriate form letters.

· Reviewed and examined Manager’s office correspondence.  Exercised initiative and independent judgment to resolve problems. Coordinated with various business Associates, VIP’s, and Department Heads for Heads for meetings with the Regional Manager

· Exercised and maintained strict confidentiality of all the documents and communications.

· Studied management methods in order to improve workflow, simplify reporting procedures and implement cost reductions.

· Manage all general maintenance, repair work, refurbishment, and upkeep, including recruitment, interviewing, hiring, procurement of office supplies, maintenance of personnel files, time sheets and basic accounting.

· Responsible for making travel and hotel arrangements and planning itineraries for the Manager plus negotiation of corporate rates with Hotels / Travel Agents/ Car Rental companies.
· Prepared travel expense requisitions / reports.
· Prepared Minutes of the Meetings, reports, presentations, memos, proposals and other documents.

· Managed calendar schedule of the Regional Manager.

· Created highly effective organizational & filing systems, including quick & thorough indexing, filing, and storage. 
Image Mart





Dubai, UAE

Secretary (Temporary)





Jan-Jun-2004

· Provided secretarial, administration and office support functions related to the Product Manager’s office including daily updates on sales, petty cash handling, telesales etc.

· Established and maintained positive staff and public relations. 

· Served as liaison between Manager, staff and customers and screened telephone calls.

· Studied management methods in order to improve workflow, simplify reporting procedures and implement cost reductions.

· Responsible for making travel and hotel arrangements and planning itineraries for the President.
· Prepared clear and concise correspondence using appropriate form letters.

· Exercised and maintained strict confidentiality of all the documents and communications.

· Improved operational procedures after analyzing the shortcomings in the processes.

· Coordinated and arranged Meetings.  Prepared Minutes of the Meeting. 

· Exercised initiative and independent judgment to resolve problems

London Distillers (Sales Department)




Apr-2001-Jun-2003

Sales Representative / Sales Coordinator




Kenya

Provided leadership and direction to the multicultural team of 25 people as Sales Representative / Sales Coordinator. Reporting  to the Product Manager.

· Plan, direct and control the daily sales activities of subordinates engaged in promoting the sales of LIQUOR through A,B,C Class Supermarkets/ Hotel / Restaurants including payment collection and merchandising. 
· Grew sales from Ksh 300,000  cases to Ksh. 450,000 cases p.m and achieved sales growth of 25%.
· Coordinate sales distribution by establishing sales territories, quotas and goals and monitor sales performance and checking proper displays at the Stores

· Plan routes and schedule drivers, vehicles and deliveries and pickups based on driver, company and customer information.

· Accompanied Sales Executives on visits to customers to evaluate work
· Investigated customer complaints and paid claims for damaged articles.  

· Initiated and suggested plans to motivate workers to achieve work goals.

· Perform route analysis, new outlets identification, route ride to ensure all the outlets had enough products available till the next day delivery.

· Provide team with guidance, motivation, and discipline to consistently achieve sales & customer satisfaction. Conduct regular meetings with staff to know their feedback.

· Review sales orders, and records of new and delinquent accounts to ascertain market conditions and status of customers' accounts.

Lufthansa Airlines




Feb-1998 – Mar-2000

Personal Assistance




Kenya

Provided administrative and secretarial support to the Managing Director and performed total Office Management of the Managing Director.

· Executed all work related to the Managing Director’s office within 24 hours.  Coordinated meetings and transcribed meeting minutes.

· Provided efficient telecommunications services and exercised diplomacy, resourcefulness and tact.

· Managed calendar schedule of the Managing Director. Managed all business correspondence related to company and maintained strict follow up on all the pending matters.

· Received, opened and distributed mail; received visitors, made travel and hotel arrangements and planned itineraries for Managing Director. 
· Ensured strict confidentiality in maintaining all the documents entrusted.  Developed and maintained a secured filing system.
· Designed comprehensive filing system, reliably filed and retrieved confidential records of employees.

· Organized educational, promotional and public relations trips for the staff.

· Analyzed reports of the competitors in the market.

UNIDOS 






Assistance Administration (One Year Contract)

Academic Achievements

► Post –Graduate in Sales  and Business Management (Strathmore University –Nairobi, Kenya)
►Diploma in Secretarial Course, Office Practice, Commerce and Business English

Cambridge Secretarial College, Nairobi, Kenya

►Advance certificate In Logistics  and Warehouse Distribution (Career Institute – Dubai U.A.E), Refresher course in customer handling and selling skills in Zabeel Institute Dubai.
Technical Skills

Proficient in the use of: MS-Office (Word/Excel/PowerPoint), Desktop/ Page Maker and Corel Draw, Data Base Management, Internet & Emailing, 
Personal Details

Nationality: Kenyan       Age:37        Visa Status: Employment visa
Languages: English /Swahili/ French  & Arabic (Basic Knowledge)

Posses :  Valid U.A.E Driving license 
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