
CURRICULLUM VITAE

DORCASKUTIMASHIDA

P.O.BOX901MALINDI,KENYA

E-mail:dorcaskutima@gmail.com

Tel:+254724926768

PERSONALINFORMATION

NATIONALITY: KENYAN

GENDER: FEMALE

MARITALSTATUS: SINGLE

DATEOFBIRTH: 20thMarch1984

PERSONALPROFILE

Am highlymotivatedandwellorganizedwithexperienceinabusyofficeenvironments.Ihaveawarm

personalityandawesomeorganizationalskills.Workingwellunderpressurewiththeabilitytoremain

calm andfocused,createsandencouragesapositiveandtrustworthyimageforthecompanyasawhole.

HOBBIES

Travelling,Cooking,Singing,NatureWalks.

EDUCATION

Year SCHOOL

2019 RAYOFLIGHTMINISTRY
OrdainedMinisterofthegospel

2007 MombasaPolytechnicUniversityCollege
DiplomainGraphicDesign
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2004 DHTSecondarySchool
Kenyacertificateofsecondaryeducation

PROFESSIONALEXPERIENCE

PERIOD EMPLOYERANDDUTIESPERFORMED

2017-2019 RayofLightMinistry

Admin/PA

Duties

 OrganizingChurchActivities

 OrganizingandManagingPastorsCalendar

 Banking

 MinuteWriting

 BookingFlightsandtravelarrangements.

 ReceivingCalls

 OrganizingandfacilitatingmeetingsonbehalfofthePastor.

 Counselling

 BookKeeping.

 DrivingthePastor.
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2016

2014-2015

ECOBANKKENYA
Duties
.DigitalMarketing
.Productknowledgeandeducationtoclients.
.OpeningAccounts

ANGAZAINITIATIVE

Title:MissionProjectManagerandPeerCounselor-Volunteer

Duties

 PlanningandexecutingprojectsaimedatempoweringYouths

 EducatingandFacilitatingyouthworkshops



CURRICULLUM VITAE

2013 GIRLSSHIFTAFRICA

Title:ProjectmanagerandPeerCounselor

Duties

 Planningandexecutingprojectsaimedatempoweringthegirlchild

alongtheKenyanCoast.

 Interpretationofprojectdatatodrawconclusionsonnext
stepsfortheorganization.

2014-2015 PilipiliFM

VolunteerPeerEducatorontheMisheMisheradioprogram (Sundays)

2011-2014 Waukesha Medical

Missions Translator and

PeerCounselorDuties

 Manage work schedules for the Medics and mobilize the
localcommunities

 Renderspokenmessagesaccurately,quicklyandclearly

2012 AirtelKenya

Sales

Duties

 SellingairtelProducts

 Promotingandadvertisingthecompany’sproducts

 MeetingwithClients

2009 TheAgakhanHospital-Mombasa

DataEntryClerk

Duties

 Compiled,editedandinputprojectdataintospreadsheets

 Checkedsourcedocumentsforaccuracyandverifyingwhennecessary

 Researchedfurtherinformationforincompletedocuments

2008 OutlookMedia

GraphicDesignerandBusinessDevelopment

Duties

 Meetwithclientstodetermineprojectscope

 clientsandcontinuallyupdatetheirprofilesAdviseclientson
strategiestoreachaparticularaudience

 Determinethemessagethedesignshouldportray

 Developgraphicsandvisualoraudioimagesforproduct

illustrations,logosandwebsites

 Presentationofdesignstoclients
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 Maintainadatabaseofclientsandcontinuallyupdatetheirprofiles
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2006-2008 VisionsAdvertising

Title:GraphicDesignerandFrontOffice

Duties

 Welcomesvisitorsbygreetingthem,inpersonoron

thetelephone;answeringorreferringinquiries.

 Directsvisitorsbymaintainingemployeeanddepartment

directories,givinginstructions.

 Maintainstelecommunicationsystem

 Determinethemessagethedesignshouldportray

 Developgraphicsandvisualoraudioimagesforproduct
illustrations,logosandwebsites

SKILLSANDACTIVITIES

 ProficientinMicrosoftofficeandbasiccomputing

 Typingspeedof40wpm

 Documentmanagementanddataarchivingskills

 Meticulousattentiontodetail

 GraphicDesign

 PresentationSkills

 ArticulatewithGoodcommandofEnglish,Kiswahili,DholuoandGiriama

 Experiencedinworkingcross-functionallywithdifferentteams

 Team playerwithstronginterpersonal2skills

REFEREES

Ms.SheilaToya

Director

AngazaInitiative

Mobile:

+254728300948

E-mail:sheila@angazainitiative.org

Ms.FaithOdhiambo

Counseling

PsychologistGirls

ShiftAfricaMobile:

+254728

525457

Ms.OrryDianaSeem

Title:ManagerCard

SectionEco-bankKenya

P.O.Box6606-00300

Mobile

+254724253945

E-mail:orryseem@hotmail.co.uk
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Mr.GeorgeObiero

SeniorPastor

RayOfLightMinistry

P.O.Box98035-80100-

MombasaMobile:

+254722510009

E-mail:pastor.george@rol.or.ke


