
 

 

CURRICULUM VITAE                  
 

Personal Particulars 

First Name:    Beatrice 

Middle Name:   John 

Surname:   Kajia 

Sex:     Female 

Date of birth       05TH April, 1995. 

Marital Status:                        Single 

Nationality   Tanzanian. 

Cell-Phone number:   +255 679 627 531  

                                                +255 692 690 829. 

E-mail address:  jbeatrice778@gmaiI.com 

Language   English & Swahili 

 

 

Key Objective 

I am currently seeking a good position which offers challenges that my education and experience 

have prepared me to handle, one which will add to my skills. 

 

Academic Qualifications 

 

Institution 

 

Duration 

 

Knowledge 

 

Award 

 
INSTITUTE OF 
ACCOUNTANCY 
ARUSHA 

 

2018-2021 

 
Bachelor Degree of 
Procurement and Logistics 
Management 

Certificate of 
Bachelor Degree of 
Procurement 

and Logistics 

Management 

 
INSTITUTE OF 
ACCOUNTANCY 

ARUSHA 

 

2016-2018 

 
Ordinary Diploma In 
Procurement and Logistics 
Management  

 

Certificate of 

Diploma in 

Procurement and 

Logistics 

Management  
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GOOD SHEPHERD 
HIGH 

SCHOOL 

 

2013-2015 

 

Advanced Level Studies  

 

Certificate of 

Advanced Secondary 

Education  

 
WINNING SPIRIT 
SECONDARY 

SCHOOL 

2008-2011 Ordinary level studies Certificate Of 
Secondary 

Education Examination 

Working experience 

Year Working 

duration 

Working 

place 

Task performed 

2022 4 Month) 

 (June to October) 

as 

Customer 

Service & Sale 

representative 

Tigo Shop 

Arusha-Kisongo 
 Establish new customer accounts and record 

account information, like phone numbers or 

addresses, on your digital platform 

 Listen to customer complaints and try to 

identify the cause of their problem to your best 

ability 

 Identify the appropriate response and strategy 

to solve customer issues as quickly as possible 

 Relegate unique customer cases to supervisors 

or the appropriate department and provide 

context when necessary 

 Be able to manage large amounts of phone 

calls, chats, emails, and other communication 

channels 

 Assist customers on placement of orders, 

refunds, or exchanges 

 Ensure customer satisfaction and maintain 

professional customer support  

 Place the customer at the center of the 

customer service experience 



2020 8 Weeks 

 (July to August) 

as 

Procurement 

Officer 

Monduli Discrict- 

Arusha Region 

 

 To Post the items in the store ledgers 

 To inspect deliveries for damage or 

discrepancies; report those to accounting for 

reimbursements and record keeping  
 To Prepare tender advert for the Extension of 

water project from Engaruka village to 

Elusimiluu village. 

 Preparation of Annual procurement plan (for 

the financial year 2020/2021 

 Preparation of creditor register. 

 To prepare stock taking report which was 

already done around Monduli District 

 Prepare Local purchases order for 

procurement of Fuel for water department 

 To inspect items from supplier to ensure that 

items received are delivered as required 

according to the condition required 
 

 

 

   2017 

8 weeks 

(August to 

October) as  

Procurement 

officer officer 

Monduli Discrict- 

Arusha Region 

 

 Reconcile or resolve order discrepancies with 

supplies 

 Review inventory and update as required. 

 Keep Daily Records 

 Initiate and Keep Track of orders 

 Monitor delivery times to ensure they are on 

time 

 

 

 

Skills 
 Much knowledge and practices in the field of Computer literate  

 MS Office packages (excel Power point, and word.).  

 Computer troubleshooting and maintenance 

 Strong interpersonal and communication skills. 

 Fast learning and easy to cope with environment 

 Ability to organize workload, adapt quickly to change, and deliver under the pressure of 

deadlines. 

 Independent self-starter with attention to detail 

 Ability to work under pressure  

 



 

Hobbies/Interest 

  

 Travelling  

 Watching different television programs 
 

 

Referees 

 

1. Mr David Yesaya Mwamlenga 

Procurement Officer 

MONDULI DISTRICT 

P.O. Box 01 

Monduli 

Mobile: +255 713 883 501 

E-mail; devdady@yahoo.com 

2. Mr Isaria Kisoli 

Lecturer 

Epiroc Tanzania Ltd 

P O BOX 2798, Arusha 

+255  713 411 699  

E-mail-ipkisoli@yahoo.com 

3. Mr Anold Donald 

Finance Manager 

Best One Ltd 

P O BOX 35782, Dar es Salaam 

Mobile + 255 78377172 

Email: donaldanold@live.com 
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