		Kimana Kevin Ndungu

	



	

	
	Address

	                                                    C/O Kevin Ndungu Kimana P.O Box 00100- 28639 
                                                                            Nairobi Kenya
                                                                  ndungukevin@yahoo.com




	

		Key Skills

	
	Objective:
	Obtain a position that utilizes my current experience, knowledge and skills for further progression and employ necessary skills for company enhancement.


	Availability:
	Presently Available



· Highly accomplished, quick learner with good judgment and a consummate team player. Highly capable of working with little to no supervision. Great problem solver, whose tenure as an educator allowed me the ability to teach, motivate and achieve needed results on all projects given. Able to listen and perform all instructions in English whether written or verbal.
· Vast knowledge of DSI was utilized in preparation of PMSA at current FOB. Articulate in filing, maintaining records, Microsoft and Adobe applications. Keen in checking reports for accuracy, noting errors that are in need of correction




	
	Education

		    01/1996-10/1999
	High School  –Diploma Mbugiti High School

	08/2010- Present

	Kenya utalii Collage, Nairobi Kenya

	
	







		Training

		08/2012-10/2012
	Tool room Practice, Inventory Control, Warehousing 
	






	Work Experience current 
	

	
	DynCorp-international        

Tool Room Clerk                                                                    
 October 2011 - October 2012 
                                                                                                    
               Key Responsibilities: 
	

	
	

	· Maintain 100% accountability of tool room’s possession while ensuring the tool room is 
functioning and organized.
· Maintain tool inventory while maintain tool room clerical functions. 
· Reviews production schedules and confer with department supervisor to determine material
Required or overdue, and to locate material. 
· Maintain accountability of all GFE tools maintained in assigned tool room. 
· Update data base to reflect transfers and /or turn in of GFE tools.
· Check on calibration expiry date for tools that require calibration and maintain a calibration
Monitor with last date of calibration and recall date for calibration. 
· Receives new tools from the companies’ material hub and stores them in the tool room.
·  Keeps track of the tools and inspects them for wear and tear, maintaining an organized tool
Room that allows the company to monitor the use of the equipment and that the tools are in 
Good working condition. 

	
[bookmark: _GoBack]Safaricom Kenya                                                                                                 

Customer Service Representative                                                     June 2011- August 2011
       
· Worked with new customers in the development of innovative accounts and the implementation of new systems worth in excess of $2 million dollars.
· Responsible for customer service personnel team of 3 in the digital equipment division, duties included ensuring subordinates properly answered customer queries, problem solving and providing detailed information on new products.  
· Provided support to sales team, ensuring all sales and service objectives were met.
· Ensured accurate database in place to prepare schedules, monitor work productivity and attendance.
Lyco Properties LPC
Carpenters Assistant/Laborer                                                    October 2010 - March 2011                                                                                       
	

	
	

	· Ensured compliance in given projects, maintained cost and monitored man hours
     always ensuring proper safety measures were followed.
· Vast understanding of maintenance and operations related to day to day functions of
Carpentry.
· Skills in operating carpentry equipment
· Measured and designed wall and door panels before being installed. 


	Premier Warehouse
Lineman/Truck Loader                                                              June 2008- September 2009
	Part-Time

	
	

	· Set new records unloading and loading trailers while remaining injury free. 
· Versed in logistical, supply and warehouse tracking and updating programs.
· Set up inventory control system, material handling and storage, records maintenance, 
            materials validation and distribution of products within warehouse 
· Received inventory and logged in warehouse supplies making sure the quantities
            received were correct.









	

		
	Languages

		
	English (fluent)
	







	




