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PERSONAL DETAILS
Gender       		: Male
Citizenship		: Kenyan
Address 		: P.O BOX 9109-00300
                		  Nairobi, Kenya
I.D. Number		: 33199658
Date of Birth	: 06/11/1990
Tel 			: +254726625415
[bookmark: _GoBack]Email			: yokabisia@gmail.com
	CAREER OBJECTIVE
To seek a progressive position with challenge and potential in career advancement where education, hard work, initiative, innovativeness and ability will have a valuable application leading to greater responsibilities.
			KEY COMPETENCIES
· Good communication (spoken and written) skills, including ability to draft/edit written reports, studies and other communications and to articulate ideas in a clear and concise style.
· Fully computer proficient in use of relevant software and other applications like MS Word, Excel, Power Point, Internet, Access, Outlook and Publisher.
· Good interpersonal skills and ability to establish and maintain effective partnerships and working relations in a multi-cultural, multi-ethnic environment with sensitivity and respect to diversity.
· Report writing, Research writing, Subediting among others.
· Speaks and writes fluent English and Swahili
	EDUCATION
· Bachelors' Degree in Public Policy and Administration 2015
Kenyatta University- Nairobi

· Certificate in Leadership and Mentorship 2015
Kenyatta University- Nairobi


· Computer Certificate Studies 2012.
West Fm Computer Centre.
 (Windows, MS Word, Excel, Power Point, Access, Internet).
· Kenya Certificate of Secondary Education-2011.
Teremi High School.
· Kenya Certificate of Primary Education.
Syoya Primary School.
	WORK EXPERIENCE
JUNE - DATE.
EMPLOYER: APA Life.
POSITION: Financial Advisor.
Location: Nairobi.
DESCRIPTION OF DUTIES:
· In charge of advising clients on various life insurance policies.
· Recruiting new clients.
· Compiling data.
· Selling of APA Life policies.

JAN-MAY 2017
EMPLOYER: TECHNICAL WRITERS KENYA
POSITION: Academic Writer
DUTIES: Writing academic content for the website

MAY - NOV 2016.
EMPLOYER: Kenya Revenue Authority.
POSITION:  BMS Officer.
Location   :  Nairobi- Kenya.
DESCRIPTION OF DUTIES:
· I was in charge of analyzing the effectiveness of the Block Management system by looking at the taxpayer response and tax awareness within each block.
· I was responsible for assessing the tax matters of individual real estate owners, property owners, and commercial engagements verse their compliance.
· It was within my duty to recruit new taxpayers into the system, telling them the importance of paying taxes, their responsibilities and rights as taxpayers.
· I did the filing of KRA returns for taxpayers, both individuals and companies under the different tax obligations.
· I was mandated with educating the public on tax matters and the various tax obligations. This also covered the legal framework and procedure in case of any irregularity in their tax matters. 
· I was responsible for compiling data reports on various aspects, including the blocks, tax obligation, tax status, among others.
· It was my responsibility to assign the different follow up actions to be taken by relevant departments, depending on the taxpayers' tax matter.
· The above-mentioned responsibilities contributed much to the station as it was able to surpass its target for the two financial years.

JUN- SEP 2015
EMPLOYER: Kenya Revenue Authority.
POSITION    : Clerk.
LOCATION   : Nairobi-Kenya.
DESCRIPTION OF DUTIES:
· My immediate duty was records appraisals. This enabled effective running of the institution.
· I was also responsible for compiling of data for proper retrieval in the time of need.
· I did file KRA returns under different tax obligations.

2013
EMPLOYER: GIBB Africa.
POSIITION:  Survey Enumerator.
LOCATION:  Nairobi.
DESCRIPTION OF DUTIES:
· Carrying out door-door survey in East of Nairobi for effective planning by the responsible government agencies.
· Compiling data reports for each day as the program if the survey, and drawing conclusions about the same.
	ACCOMPLISHMENTS
· A critical and creative thinker.
· Conflict resolutions.
· Liberal and open-minded thinker.
	SPECIAL INTERESTS
· Travelling
· Community and outreach Services
· Reading motivational, educational and scientific books and journals
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2. Mrs. Diana Ateka,
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Mentor,
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Tel: +254712814270

