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NOTICE PERIOD: IMMEDIATE

FIRST NAME:     GRACIOUS N
SURNAME:         TAKODZA
NATIONALITY: ZIMBABWEAN
AGE:                    24
SEX:                     FEMALE

VISA TYPE:       Visit Visa
VISA EXPIRY:  May 2022       

PHONE:
Mobile   : 052 1618594
EMAIL:
takodzagracious@gmail.com
CURRENT  LOCATION:
Apartment 1201
Al Shahiba Building, Sharjah
UAE
	
	PROFILE
I am a young enthusiastic, authentic, self-motivated and initiative individual with excellent inter-personal communication skills, possessing ability to work both in a team and as an individual with minimum supervision.

qualifications
B.Sc. Geography (Honours) Degree in Environmental science
University of Zimbabwe      12/2020
Grade: 2.1 

Advanced level certificate
Ordinary level certificate

EXPERIENCE 
Receptionist (02/2021 -  10/2021)
BeForward Agent - Harare, Zimbabwe

· Welcoming clients to the organisation.
· Provide excellent customer service for each client entering.
· Helping clients on checking the car of their dreams on the befoward website.
· Taking orders, receipting and buying the car on the client's behalf.
· Calling clients when the order is ready.
· Ensure a clean environment.
· Meetings with managers on the business flow.
· Administration
· Data entry into excel for record keeping and data analysis on business flow.
· Report compiling.

Environmental Education and Publicity Officer  (08/2018 – 08/2019)
Environmental Management Agency, Zimbabwe (EMA) 

· Customer service  for every client with environmental issues and complaints.
· Receiving calls on behalf of  the manager and booking meetings.
· Stakeholder mobilization and meetings  through calls and mails.
· Awareness campaigns and engaging with the local communities, organisations, ministers and schools.
· Exhibitions, being the face of the company on what it is all about and what they do.
· Report compiling for all company departments.( weekly, monthly, quarterly, yearly)
· Flyer, poster and brochure designing using publisher.
SKILLS:
Good communication skills                 Good team work spirit
Complete task          Aims to learn and improve                                                    Excellent customer service                          powerpoint
              Meet goals                                                     excel, word
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