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Profile 
 

 

I am a diligent Communication Officer with sound university level education, able to confront and 

overcome challenges while at the same time maintaining flexibility to suit the dynamism of present day 

world. I am committed to growth through professional development with a high degree of integrity and 

dedication to my work. 

 

Summary of Qualifications and Competencies 

 

 Proven experience in developing and delivering communications plans 

 Excellent writing, editing and communication skills 

 Project management skills 

 Good interpersonal skills 

 Graphic design skills, layout and typography 

 Ability to work under pressure and meet deadlines 

 Proficiency in MSOffice, content management systems and Social media platforms 

 

Experience 

Communication Officer,   University of Nairobi ` 2015-Present 

Consultant Data Officer, Rural Electrification Authority (REA) Jan 2014-July 2014 Virtual 

Assistant 2011- 2012 

Office Assistant, Visionnlink Investment (Kenya) 2007 - 2010 

 

Achievements 
 

 
 Delivered sales presentations to companies, resulting in increased sales and new membership 

 Developed strong relationships with managers and other members of staff, creating a cohesive and 

productive working environment 

 Fostered teamwork that motivated employees to achieve their highest potential 

 Trained and supervised both temporary and permanent staff to ensure smooth office 

operations. 

 Planned and coordinated marketing and public relations events, resulting in a 



significant increase in new members and consistent event success. 

 Created effective filing systems, resulting in easy access to critical information 

 
 

Personal skills 
 

 

 Excellent communication and writing skills 

 Ability to work under pressure and to meet set deadlines 

 Team-worker, but works independently when necessary 

 Self-organized, flexibility to multi-task and prioritize 

 Excellent interpersonal skills and ability to work effectively with different teams 

 Knowledge of the administrative functions of an office 

 

Education  

 
BA in Communication & Sociology 

 
 

Kenya Certificate of Secondary Education 

Gatanga Girls High School 

 

Kenya Certificate of Primary Education 

Musa Gitau Primary School 

] 

 
Referees 

 

 
Stephen Cheboi 

Deputy Manager 

Rural Electrification Authority (REA) 

+254728482987 

scheboi@rea.co.ke 

 

Mr. Muiruri Njuguna 

Manager 

VisionnLink Investment 

+254724915373 

jmnjuguna09@yahoo.com 
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