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CAREER SUMMARY

Results-oriented professional with over 8 years of experience in administration, sales, and customer service within the retail and healthcare sectors. Proven track record of driving business growth through effective communication, relationship management, and strategic sales initiatives. Known for enhancing customer satisfaction and loyalty by delivering exceptional service and addressing client needs. Committed to continuous personal and professional development, with a keen interest in contributing to organizational success.

EDUCATIONAL BACKGROUND

Associate Degree in Retail, Marketing and Merchandising
Limkokwing University of Creative Studies
July 2011 – November 2014
Acquired comprehensive knowledge of retail management principles, marketing strategies, and consumer behaviour analysis.
Completed projects that involved developing marketing campaigns and conducting market research to assess industry trends.

KEY COMPETENCIES
In-Depth Product Knowledge: Strong understanding of retail products and market dynamics, enabling informed customer interactions and recommendations.
Exceptional Customer Service Skills: Proven ability to deliver outstanding customer experiences, fostering long-term relationships and client loyalty.
Cash Handling Expertise: Proficient in operating cash registers and managing financial transactions with accuracy.
Professionalism and Integrity: Consistently uphold a high level of professionalism and ethical conduct in all interactions.
Effective Communication: Excellent verbal and written communication skills, facilitating collaboration with team members and clients.
Conflict Resolution and Problem Solving: Strong ability to address customer issues promptly and effectively, enhancing service quality.
Team Collaboration: Experience working in diverse teams to achieve collective goals and improve operational efficiency.

TECHNICAL SKILLS

Microsoft Office Suite: Advanced proficiency in Word, Excel, Access, and PowerPoint, enabling effective document creation, data analysis, and presentations.
Accounting Software: Experienced in utilizing Pastel 2007 for financial management, reporting, and accounting tasks.
Point of Sale Systems: Familiarity with Ivend Retail (SAP) for managing sales transactions and inventory control.
Data Analysis and Reporting**: Ability to analyze sales data and market trends to inform strategic decisions and enhance performance.

PROFESSIONAL EXPERIENCE
Key Accounts Manager / ICT/ TELECOMMUNICATIONS 
Cable Feeder Systems | May 2025- October 2025
Acquiring New Business-Expand sales in existing accounts by introducing additional solutions and services
Perform opportunity assessment to determine customer needs and to identify additional growth opportunities
Ensure the business meets its current and future business objectives in line with the Head of Sales targets
Develop  new business relationships-Update sales database with relevant client information to ensure a clear flow of information within the Commercial department
Marketing Strategic Planning-Analyse business developments and monitor market trends
Prepare sales action plans and schedules
Prepare and make reports on market analysis, competitor analysis and market trends.
Ensure  thorough knowledge on competition activities 
Customer Service And Public Relations-Promote the image of the company
Confer  with legal requirements to resolve problems such as copyright  infringement and royalty sharing with outside producers and  distributors.
Service existing clients, resolve customer complaints or queries regarding sales and services
Ensure  that all existing clients’ complaints regarding sales and services are  resolved on time by adhering to both the Master Service Level &  Service Level Agreements
Monitor customer preferences to determine focus of sales efforts
Market Review
Monitor competitors performance-Ensure products meet market requirements and advise the Head of Sales of any identified threats and opportunities
Product Development-Research  on necessary information for development of new products i.e. research  on market participants, socio-economic and competitive trends
Budgets-Adhere to budgets set by the Head of Sales.
Analyse and monitor income and expenditure budgets against actual and recommend better sales and marketing strategies
Sales Executive
Incredible Connections | February 2023 – May 2025
Sales Performance Monitoring: Regularly evaluate sales metrics to identify trends, areas for improvement, and opportunities for growth, leading to a 20% increase in sales in the last quarter.
Contract Negotiation: Negotiate contracts and promotional packages with clients, enhancing customer engagement and driving revenue.
Target Achievement: Set and pursue ambitious monthly and annual sales targets, consistently achieving or exceeding goals through strategic planning and execution.
Client Engagement: Conduct virtual and in-person meetings with clients, providing tailored product demonstrations and establishing strong relationships, resulting in repeat business.
Record Keeping: Maintain comprehensive records of customer interactions and sales activities, ensuring accurate reporting and data-driven decision-making.
Market Intelligence: Attend trade exhibitions and conferences to network, promote company offerings, and gather insights into market trends and customer preferences.
Customer Relationship Management: Build and nurture strong relationships with customers through regular follow-ups and personalized service, contributing to a high level of customer satisfaction.

Front Desk Receptionist/Administrator
Kalafhi Medical Centre | February 2021 – December 2021
Reception Management: Oversaw the cleanliness and organization of the reception area and back office, ensuring a welcoming environment for patients and visitors.
Call Handling and Appointment Scheduling: Managed a high volume of phone calls, efficiently scheduling appointments and addressing patient inquiries, contributing to a streamlined workflow.
Patient Interaction: Served as the first point of contact for walk-in patients, directing them to appropriate medical practitioners based on their needs, enhancing patient experience.
Client Relationship Management: Developed strong relationships with clients by following up on patient experiences and ensuring satisfaction with services provided, leading to positive feedback.
Administrative Support: Assisted with various administrative tasks, including filing, data entry, and maintaining patient records, ensuring compliance with healthcare regulations.

Sales Executive
Samsung Brand Store | January 2016 – September 2020
Administrative Duties: Conducted various administrative tasks, including filing, answering calls, and managing correspondence, ensuring efficient store operations.
Product Demonstrations: Engaged customers through product demonstrations, effectively communicating features and benefits, resulting in increased sales conversions.
Sales Performance Analysis: Analyzed sales performance and identified trends to optimize sales strategies and enhance market presence, contributing to a 15% increase in annual sales.
Sales Strategy Development: Collaborated closely with the sales team to develop and implement comprehensive sales strategies aligned with company objectives, driving team success.
Visual Merchandising: Managed visual merchandising and store layout, enhancing the shopping experience and maximizing product visibility, leading to improved customer engagement.
Inventory Management: Forecasted sales trends and adjusted inventory levels to align with customer demand, contributing to overall profitability and stock optimization.

Sales and Marketing Personnel
Gaborone Hotel | February 2015 – January 2016
Marketing Strategy Development: Assisted in the development of innovative marketing strategies to increase brand awareness and market reach, contributing to a 10% increase in bookings.
Market Research: Conducted market research to analyze competitor products and identify opportunities for differentiation, enhancing the hotel’s competitive edge.
Marketing Campaign Execution: Designed and executed effective marketing plans, collaborating with media representatives and sponsors to enhance outreach and visibility.
Sales Strategy Support: Worked with the sales team to create targeted sales strategies that maximized client engagement and revenue, boosting overall performance.
Client Communication: Addressed client inquiries regarding product specifications and services, ensuring clarity and satisfaction throughout the sales process.

Admin and Operations Intern
Food Lovers Market | February 2014 – December 2014
Store Maintenance: Maintained store cleanliness and organized product displays to ensure a positive shopping experience for customers.
Inventory Management: Assisted in restocking merchandise and conducting routine inventory counts to support inventory management efforts, contributing to efficient operations.
Customer Service: Provided product recommendations to customers based on their needs, enhancing customer satisfaction and upselling opportunities.
Administrative Support: Executed various administrative tasks as directed by the Store Manager, ensuring smooth day-to-day operations.

INTERESTS

Global Retail Engagement: Passionate about being part of a global retail business team dedicated to innovation and customer engagement.
Community Involvement: Committed to making a difference in individuals’ lives through active participation in the Botswana Deaf Society, advocating for inclusivity and accessibility.
Health and Environment Advocacy: Keen interest in safety, health, and environmental initiatives, with a focus on promoting sustainable practices in both personal and professional settings.

REFERENCES

Refilwe Bubu Kgojane
   Assistant Store Manager, Samsung Brand Store
   Mobile: +267 75284778
   Available for reference upon request.

Aobakwe Mokobi
   Operations and Store Manager, Hisense Brand Store
   Mobile: +267 71600439
   Available for reference upon request
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