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Professional Sommary

Expersencal profssional with a proven track recond across maultaple fekls, including cusbomser
REFVICE, Iranssnpion, ranslaton, virmial ssastance, data entry, graphic design, digial marketing,
and forex trading. Adept af managing diverse tasks, delivering hi gh-quality resubis, and sdapting
to dymamic work environments. Fluent in English and Swahili, with & strong commitment to
excellence and chient saisfaction,

»  Customer Service: Complaint resolution, POS sysiems, upse lling, and customer
relatiomship mansgement.

+  Transcription & Translation: Aodio-to-text conversion, multlingual wranscription
(English & Swahili}), and accuracy -focused editing.

»  Virtual Assismnce: Cabendar management, email handling, CRM wols, and
sdministrative suppsort.

#  Daila Entry: High-speed typang, aocuracy venfication, and ditabase management,

# Ciraphic Desagn: Adobe Creative Suite (Fhotoshop, Hhusrraior), Canva, and branding
development.

= Digital Marketng & SECk Social media management, content creation. keyword
aoph mazation, and analytics,
Forex Trading: Marker analysis, risk management, and irading platforms,
Tools & Sofiware: Microsoft Office Suile, Google Workspace, Trello, Slack, and
Upwork platforms.

Professional Expericmee

Customer Service Hepresentative

(P ruirt Supe kel
Sepiember 2008 — Sepiembe r 2024

= Assited customers with inquiries, purchases, and complaints, ensuring a high level of
satisfaction.
= Managed mventory, restocked shelves, and coord mated with suppliers,



[J'er.rrl:
March 2021 - Presenr

#  Proveded transcrption, ranslation, and data entry services 1o chents ghobally,
+  Delivered SEOQ-optimized content and social media sirate gies w enhance client visbility,
Maintained a consistent 3-star client rating for professionalism and timely delivery.

Virtual Assdstant
Talent Pop
Febmary 2024 — December 2024

+  Managed calendars, scheduled meetings, and coordinated travel arrangements for clients,
s Handled email correspondence and organized digil files.
= Supported marketing campaigns through social media planning and execution.

Tranicriber
Crev Transeript
June 2023 - November 2024

+  Accurately ranscribed andio files with a 98% accuracy rate,
Edited and proofresd transcripts for clarity and grammatical correcine ss.
= Consistently met tight deadlines and client expectations

Education

Certificate in Food and Beverage Management
Rif Valley Natonal Polviechnic
September 2006 — July 2018

Certilications

Duata Eniry - Ajira Dhgiral

Transcription = Affra Dhgf el

Ciraphic Design — Ajina Dhigd fal

Drgial Markeung and SEO — A fira Digiral
Forex Trading — Affra Digital

Languages
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Achievemenis

»  Gained over six vears of experience in customer service, consisgently exceading
performance metncs,

s Succesfully completed over I ranseri ption and trans katon projects on Upwork with
top ratings.

»  Designed branding and promobional natenals for small busmesseés, increaang their
onkine engagement,

s Comributed to client growth through wilored viral ssiance and marketing siralegies.
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