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PROFESSIONAL SUMMARY

 

Reliable production team member accustomed to physically-demanding work in fast-paced environments. Meet targets

consistently by working quickly and minimizing errors. Complete high-quality finished products for customers in Transport 

and Logistics industry.

Hardworking, skilled in meeting high-volume production targets under tight deadlines. Adaptable to dynamic situations

and committed to top-quality performance. Follows appropriate PPE guidelines and safety protocols.

SKILLS

Administrative Support• Data Collection• Business Correspondence•

Corporate Communications• Data collection processes• Communications management•

Appointment Scheduling• Data Analytics• Client Engagement•

Travel Coordination• Meeting planning• Computer Proficiency•

Microsoft Office Specialist• Presentation Preparation• Administrative operations•

Critical Thinking• Office Administration• Distribution management•

Facilities management• Team leadership• Supply chain management•

Logistics management• Employee engagement• Safety management•

Production planning• Process monitoring• Machine setup•

Production scheduling• Construction management• Plant safety•

Effective communication• Efficient multitasking• Problem-solving•

EXPERIENCE

July 2024 - CurrentAdministrative Assistant

Vintage International Ltd | Dar es Salaam, Tanzania

Providing exceptional customer support and ensuring a high level of client satisfaction.•

Maintained high level of knowledge regarding current promotions, discounts, or special offers available.•

Maintained customer records by updating account information in database.•

Trained new Customer Service Representatives on company policies, procedures, and best practices.•

Resolved product or service issues by clarifying customer complaints and offering appropriate solutions.•

Answered customer inquiries via phone, email, and chat.•

Utilized various software programs such as CRM systems, order management tools, and communication platforms

effectively.

•



Managed difficult customer situations with professionalism and empathy.•

Provided accurate information about products and services to customers.•

Escalated issues that could not be resolved independently to supervisors or managers for further assistance.•

Solicited sales of new or additional services or products.•

Contacted customers to respond to inquiries or notify of claim investigation results or adjustments.•

Maintained inventory of office supplies and placed orders.•

Managed daily office operations and maintained organized workspace.•

Proofread documents for grammar, spelling, and formatting errors before distribution.•

Assisted with event planning, including booking venues, arranging catering, and coordinating logistics.•

Trained new administrative staff members in company procedures and best practices.•

Arranged travel accommodations for employees attending conferences or business trips.•

Collaborated with team members on projects to meet deadlines efficiently.•

Created visually appealing presentations using PowerPoint or similar software programs.•

Entered data accurately into spreadsheets and databases for record-keeping purposes.•

Conducted research on various topics as requested by management.•

Prepared meeting agendas, recorded minutes, and distributed documentation to attendees.•

July 2024 - CurrentMarketing Intern

Vintage International Ltd | Dar es Salaam, Tanzania

Assisted in the execution of impactful marketing campaigns by leveraging networking skills.•

Monitored competitors' activities to stay informed about industry trends and best practices.•

Managed customer databases by updating contact information and tracking communication history.•

Participated in brainstorming sessions to generate new ideas for campaigns or promotions.•

Created presentations for internal meetings or client pitches using PowerPoint or other presentation software.•

Tested various email marketing strategies to determine effectiveness in increasing open rates and conversions.•

Assisted with creating and implementing marketing campaigns.•

Conducted market research to identify target audiences and potential business opportunities.•

Collaborated and researched market needs and marketing strategies with product team.•

Gathered competitor data for internal product review and improvement.•

Discovered new marketing and distribution channels from campaign insights.•

Supplied recommendations after evaluating competitor, sales and marketing data.•

November 2023 - February 2024Administrative Assistant

National Social Security Fund (Tanzania) | Dar es Salaam, Tanzania

Resolved customer inquiries, ensuring seamless client experiences.•

Answered customer inquiries via phone, email, and chat.•

Followed up on unresolved cases to keep customers informed of progress towards solution.•

Helped supervisor's and managers to fill out documents and forms•



Escalated issues that could not be resolved independently to supervisors or managers for further assistance.•

Trained new Customer Service Representatives on company policies, procedures, and best practices.•

Managed difficult customer situations with professionalism and empathy.•

Collaborated with other departments to ensure prompt resolution of customer concerns.•

Resolved product or service issues by clarifying customer complaints and offering appropriate solutions.•

August 2023 - November 2023Assistant Operator

ChemiCotex Industries Ltd | Dar es Salaam, Tanzania

Assisted in machine operations and product development while enhancing communication and teamwork.•

Assisted in training new operators on proper machine usage and techniques.•

Administered machine operations and production of parts to safely meet production requirements.•

Lifted raw materials, finished products and packed items by hand or with hoists.•

Utilized appropriate personal protective equipment PPE at all times during operation.•

Communicated with supervisors regarding project progress and potential issues.•

Conducted pre-operational inspections of machinery before starting work each day.•

Trained new employees regarding machine operation, company standards and product manufacturing.•

Inspected, cleaned and sanitized work areas to remove safety hazards and reduce production errors.•

Kept track of inventory levels of necessary supplies like oil, fuel, spare parts etc., ordering more when needed.•

Transported materials and equipment to and from job sites as needed.•

Collaborated with team members to ensure smooth workflow on job sites.•

Maintained equipment by performing routine checks and repairs.•

Documented daily activities, including hours worked, materials used, and any incidents or issues encountered.•

Moved products to appropriate stations for further processing, labeling and packaging.•

Packaged, sealed and transported finished items for shipping.•

Packaged finished products into boxes, cartons, and containers for shipping to customers.•

Prepared for production runs by breaking down, assembling, and calibrating equipment.•

EDUCATION

July 2024Bachelor of Business Administration (BBA) in Marketing - Business, Management, Marketing, and Related

Support Services

Chuo Kikuu Mzumbe, Morogoro, Tanzania

May 2021High School Diploma - Biology/Biological Sciences

St. Joseph Cathedral High School, Dar es Salaam, Tanzania

November 2018Secondary Education - Biology/Biological Sciences

Livingstone Boys' Secondary School, Tanga, Tanzania

September 2018Primary & Nursery Education

Martin Luther School, Dodoma, Tanzania



REFERENCES

Lugano Bwenda, Employee relations manager,D42, +255 782 405 406•

Mr. Lubida, Lecturer, Mzumbe University, +47 486 64 725•

Mussa Mchome, Assistant Operator, ChemiCotex, +255 675 841 312•

Nancy Massana, Assistant to CEO, Food Star Trading Tz, + 255 672 169 085•

LANGUAGE

Upper Intermediate (B2)
English

Proficient (C2)
Swahili


















