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Full Name Upendo Gaudence Peter 

Date of Birth 30th November, 1995 

Place of Birth Kilimanjaro 

Nationality Tanzanian 

Sex Female 

Marital Status Single 

 

 
 

CURRICULM VITAE 
P.O. Box 77588, Dar es Salaam,Tanzania. 

Mobile: +255 623528665; Email; upendogaudence74@gmail.com 

PERSONAL INFORMATION 

 

Key Qualifications and experiences 
 

Ms. Upendo Gaudence Peter is a hardworking person, dynamic and self-independent. She works 
both individually and in a team, collaboratively with minimum supervision. Since she completed 
her bachelor degree, Ms. Upendo has been working in both business and other activities related 
to her profession. She has experienced on role of business managements and administrative.  
 
 

 

ACADEMIC QUALIFICATIONS 
Year Course Achievement 

 
2016-2019 

Bachelor of Arts in Economics, St. Augustine University of 
Tanzania, Mwanza 

Bachelor 
degree 
Certificate 

 
2014-2016 

Certificate of Advanced level of Secondary Education, 
Mawenzi Secondary School,Moshi 

Advanced 
level 
Certificate 

2010-2013 
Certificate of Ordinary Level of Education,Nyumba ya 
Mungu Secondary School, Simanjiro 

Ordinal level 
Certificate 

 

2002-2009 
Certificate of Primary Education, Nyumba ya Mungu 
Primary School, Simanjiro 

Primary level 
Certificate 
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    WORK EXPERIENCES  

 
April 2021 to March 2023 Work at MADAFA ADVOCATES       

Position; Office Administrative/Secretary/Receptionist 

Keys rules; 
 

• Answering and directing phone calls. 

• Organizing and distributing messages. 

• Typing, preparing and collating reports.  

• Greeting business clients and guests. 

• Maintaining and ordering office supplies. 

• Scheduling meetings and conferences. 

• Welcoming guest. 

• Filing . 

• Send email to clients. 

• Storing information in paper and digital form. 

 
 

 
February 2020 to January 2021 Work at Rosemary Super Market 

 

Position;Cashier  

Key rules; 

• Provides a positive customer experience with fair, friendly and courteous service. 

• Resolves customer issues and answers questions. 
• Collecting payments by accepting cash. 
• Balances cash drawer by counting cash at the beginning and end of the work shift. 
• Provides pricing information by answering questions. 
• Maintains a safe and clean working environment by complying with procedures and rules. 

 

 

    July 2018 to September 2018 Field work at NMB-bank-Geita Branch.  
 

        Position; sales and marketing officer  
           
          Key rules 
      

• Selling of bank products to clients including  Credit card, and loans. 

• Resolve customer needs. 

• Initiate campaign strategies for bank products and services. 

• Creating marketing strategies to achieve sales target of a bank. 

• Implement best practices  to meet customer needs and requirements.  

• Assist and support bank management  in delivering customer service. 

• Prepare sales And marketing statements  and report for top management of the bank. 
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KEY SKILLS AND COMPITENCES 
 

Professional 
 

• Good communication and interpersonal skills 

• Proficient in computer skills with variety of MS- Word, MS-Excel, MS- Power Point, 
Internet and email. 

• Ability to read and comprehend detailed instruction 

• Strong organization and analytical skills 

• Leadership skill 

 

 

INTEREST AND HOBBIES 

I like watching various television programs especially News Oriented Channels, visiting internet, reading  

  newspapers and books, Music and Travelling. I also like  Swimming.  

 
 REFEREES  

1. Rosemary Petro 

Diving Clerk at Royal hotel Zanzibar 

gaudencerosemary81@gmail.com 

Tel; +255 0763132742 

2. Dr.Achilana Mtingele 

Lecturer of St Augustine university of Tanzania 

akulitama@gmail.com 

Tel; +255 786822233 

3. Mickson Hyera 

Sales and Market Manager at NMB Bank Geita 

branch hyeramichel6@gmail.com,  

Tel +255 624772847 
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