FAINESS CHIDOTHE
Fainess LV Chidothe

P.O. Box 31685

Blantyre 3

Mobile:  (+265) 0992053321/ 0999612287
E-mail: fainesslv1@gmail.com
Date of birth: 1981
Career Objective

To utilize my skills and abilities in the Industry that offers Professional growth while being resourceful and innovative.
Educational Qualification

· 2011:  Diploma in Business Management

                     Institution: University of Malawi, Management Development Centre
                     Pending   :  Accounting

2006: Diploma in Information Systems and Design, 
                     Institution : Digital Systems College- ACP Board (UK)
·  (MSCE),Malawi School Certificate of Education, Zingwangwa Secondary School

Skills Attained
· Business Management

· Data entry
· Management and Financial Accounting

· Marketing essentials

· Customer Service and Customer Care

· Computing Skills: -Computerized accounting.
                                 -Microsoft office suite (Word, Excel, and Power Point). 

· Excellent communication, organizational skills.

Work Experience

First wave pictures: Administrative Officer 2010-2014
Duties and Responsibilities
· Office Management
· Typing and writing memos
·  Administrative support 
·  Purchasing office items
· Coordinating travel and bookings
· Screening phone calls 
Other Duties 
· Translating documents from English language  to Chichewa language
· Translating documents from Chichewa language  to English language
Metro Wall: Secretary 2008-2010
Duties and Responsibilities
Typing and writing memos / letters

Purchasing

Administrative support 
Answering incoming and outgoing  calls

Customer care

Marketing

Academic Projects Involved

Library information Systems
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