CURRICULUM VITAE
ANNE NJOKI
P.O Box 8484-00100
C/O Mary Mwangi:
Cell Phone +254 728 407162 /+254 762 186370
Email: anjokmwas@yahoo.com/anjokmwas@gmail.com
PERSONAL DATA

DATE OF BIRTH:

22nd July 1987

NATIONALITY:

Kenyan

RELIGION:


Christian

LANGUAGE:


English, Kiswahili & Spanish
MARITAL STATUS:

Married.
CAREER OBJECTIVES
A multi-talented, reliable, and active team player who strives for an opportunity to work with the most reputable and start-up firms as an SEO content writer. 

PERSONAL ASSESSMENT 

According to my assessment, I’m self-motivated and self-driven individual who can work well with minimum supervision. Further, I’m a result oriented person with a zeal for achievement. The most treasured virtues are honesty, hardwork and determination.

EDUCATIONAL BACKGROUND
2007-2009:


Regional Centre for Tourism and Foreign Languages





Certificate of Air Ticketing & Travel level 1

Certificates of Spanish: Basics 1 & 2 and intermediate levels

2002-2006:


Busara Forest View Academy





Kenya Certificate of Secondary Education Mean grade C (plain)


1993-2001:


Ngei P.A.G. Academy





Kenya Certificate of Primary Education

PROFESSIONAL BACKGROUND
2020 to date:

Working as a Freelance SEO Content writer for multiple clients.




-Writing Content for websites.




- Research to formulate strategies on content for clients.




- Maintain knowledge about specific products to ensure the client        achieves their SEO goals.




- Working collaboratively with other teams to formulate effective advertising and branding through SEO optimization.

2017- 2020:

Worked for Cross Dynamics through Upwork Platform.

                                    - Transcribing files regarding Legal matters.




- Creating content for the company’s website.




- Maintaining the required SEO quality according to the company’s standards.




- Managing and sorting transcripts according to client companies.

2016- 2017:

Worked at Bush Air Safaris Limited as the administrator (accountable    manager’s office)

-Responsible for general supervision of maintenance and flight operations.

-Preparing invoices and agreements.

-Representing the company in business meetings as a secretary.

-Coming up with budget for office running expenses.

-Debt collection.
2009- 2016:

Worked at Subru Motors Limited as an Administrator/Front office.

                                     -Drafting car sale agreements.




-Dispatching logbooks to clients.




-Handling client’s queries and complaints.

                                     -Responsible for book keeping and basic accounts in the office.

                                     -Debt collection.

-Supervising subordinate staff.
HOBBIES
· Travelling

· Dancing 
· Reading novels and inspirational books.
· Making friends.
REFEREES
1. Asaph Change
Chief Pilot.

Bush Air Safaris Limited

Tel: 0722 795669

2. Benjamin Okilla Wambua

Senior Accountant 

Subru Motors

Tel: 0722 574407
