                          MARTHA ACHIENG OUMA 
 
 
PERSONAL DETAILS: 
 
 
   Email: achiengmartha3@gmail.com  
   Mobile No: +254 704090171 
   Address:  P.O. Box 3181-00100 Nairobi 
 
      
     PERSONAL STATEMENT 
 
     My attention to detail and excellent time management skills means that every task is       completed efficiently and to the highest possible standard. I have a calm and patient       disposition meaning that I am able to work effectively under pressure and focus on the        task in hand.  
      
      
    EXPERIENCE 
· April 2018 to date -                  CKM ADVOCATES LLP  
· September 2015 - March 2018  - SELF EMPLOYED  
· March  2014 - August 2014       -  ACACIA STATIONERS &  PRINTERS   
 	   	  	  	  	  	       (Reliever Job)  
· February 2010 - June 2013       -  KEMRI SACCO LTD  
· December 2006 - October 2009  -  EUNCEM TECHNOLOGIES LTD    
· September 2004 - October 2005 - FRESCO PROMOTIONS  
· May 2002 – June 2003               - KENLUXURY LTD  
 
    
EDUCATION 
  
Jan 2013- June 2013: Nairobi Institute of Business Studies Pursued  a course in Business Management (ABE)  Level 5   (Higher Diploma)  
1997-1999 :The Mombasa Polytechnic  
Pursued a Diploma in Secretarial Studies (PASS)  
  
1992-1995:Dr. Kraph Memorial High School  
Attained  a Kenya Certificate of Secondary Education (C- minus)  
  
1984-1991:Victoria Primary School  
Attained a Kenya Certificate of Primary Education (432  marks)  
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DUTIES AND RESPONSIBILITIES:  
  
· Screening , answering and routing callers to the appropriate party.  
· Greet and assist visitors.  
· Carry out administrative duties such as filing, typing, copying, binding, scanning etc  
· Organize meetings and provide real-time scheduling support by booking appointments and preventing conflicts  
· Maintain contact lists  
· Produce and distribute correspondence memos, letters, faxes and forms  
· Assist in the preparation of regularly scheduled reports  
· Making travel arrangement, booking conference calls, rooms, taxis, couriers, hotels etc.    
· Develop and maintain a filing system  
· Order office supplies  
· Submit and reconcile expense reports  
· Provide information by answering questions and requests  
· Take dictation  
· Research and creates presentations  
· Generate reports  
· Handle multiple projects  
· Prepare and monitor invoices  
· Develop administrative staff by providing information, educational opportunities and experiential growth opportunities  
· Ensure operation of office equipment by completing preventive maintenance requirements; calling for repairs; maintaining equipment inventories; evaluating new equipment and techniques  
· Maintain supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies  
· Maintain professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies  
· Maintain polite and professional communication via phone, e-mail, and mail.  
· Contribute to team effort by accomplishing related results as needed  
 

 
PROFESSIONAL SKILLS:  
  
· Adept in Technology  
· Verbal & Written Communication.   
· Organizational skills  Time Management.   
· Strategic Planning  Resourcefulness.   
· Detail-Oriented.   
· Anticipating Needs  
· Problem solving skills  
 
  
ADDITIONAL SKILLS:  
  
Computer skills and literacy  Introduction to computers.  
· MS Word  
· MS Excel  
· MS Power point  
· Internet and E-mail  
  
CORE SKILLS AND COMPETENCE:  
  
· Quick learner  
· Ability to multitask  
· Ability to work under minimum supervision and meet target within specified time frame.  
· Sensitive to local culture and willingness to listen and learn  
  
HOBBIES:  
  
· Travelling  
· Reading educational articles and magazines  
· Socializing  
 
  






REFEREES  
  
  
1. Mr. Nicholas Ragot-Vice chairman  
Kemri Sacco Ltd  
P.O. Box 19643-00202  
Nairobi  
Tel: 0729 996786  
 
 
  
2. Anne Njuguna- Director  Acacia Stationers and Printers  
P.O. Box 105504-00101  
         Tel: 0721-444634  
  
  
3. Fiona Kwoba 
CKM Advocates LLP  
          P.o. Box 3181-00100  
             Nairobi  
             Tell: 0720-029100  
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