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Personal Details
Nationality:



Kenyan

I.D Number:



24683330
Phone Number:
0720125301


Email:




chasguto@gmail.com
Address:



Parklands, P.O Box 54568-00200- Nairobi
Language Proficiency:

English, Kiswahili 
Marital Status


Married.

Profile


I am passionate about customer service delivery. I hold fine-tuned interpersonal skills and a team player. In addition, I possess critical skills for the evaluation of new concepts, procedures, policies, techniques, and products with relevant appropriate professional attitude notwithstanding my good command in English and Kiswahili

Career Objective
To provide outstanding customer-focused services which empower individuals, companies, and communities as well as build the economy. 
Summary attributes
A Well knowledgeable and vibrant young mathematician with a keen interest in finance, insurance, research and accomplished in customer-focused services.
· Excellent Statistical analysis, reporting skills, and arithmetic intelligence

· Excellent documentation skills
· Excellent financial, sales, and marketing skills
· Able to work under pressure and multi-task with minimum supervision

· Excellent interpersonal communication and strong networking skills

Education Profile
· 2006-2010: Kenyatta University; school of Pure and Applied Sciences. 
Pursued Degree in Bachelor of Science (BSc.) in applied statistics and Physics 
· 2001-2004: Nyambaria High School
KCSE, Attained an aggregate grade of B+ 
· 1993-2000: Riomego SDA Mixed Boarding Primary 
School, KCPE, Scored 459 marks out of 700

Other courses completed
· Certificate in computer packages with apt knowledge in Microsoft applications.
· Completed a course in communication skills.
· Completed a course in HIV/AIDS.
· Completed a course in Entrepreneurship 

· Completed a course in critical and creative thinking
Professional experience


Credit Administrator/Credit Data Centre
Equity Bank Limited

2010 - 2018   

Roles-Relationship officer Credit 

· Marketing. Book appointments, visit clients and potential clients to sell bank products

· Appraise applicants’ proposals, applications, financial status, credit status, and property evaluations to determine the feasibility of granting loans.

· Approve loans within specified limits, and refer loan applications outside those limits to management for approval.

· Review loan agreements to ensure that they are complete and accurate according to statutory policies.

· Managing relations by undertaking regular calls and visits to customers to ensure effective relationship management and acting as the main contact

· Ensure the appropriate accounting and allocation of receipts and provide the underlying detail for bad debts and revenue reserves.
Roles-In documentation
· Filing all documents held as collateral for the bank, correspondences, and memos, over 100,000 files according to the standard filing system; in the strong room.

· Maintain dual access control, surveillance systems, and humidity as well as safety precautions and air conditioners in the strong room.

· Manage both Physical and virtual records using PCM and WCC respectively

· Generate periodic reports as per the statutory requirements. Updated loan book against collaterals held using Finnacle.

· Attend training and workshops to support branch heads of credit and managers. This involves the preparation of training materials and content. 

· Coordinate business continuity plan (BCP) and off-site data back-up, disaster preparedness and response channels.
· Ensure adherence to bank procedures, policies and office etiquette. 
· Procure, monitor use of office assets, stationeries and keep inventory using ERP.

· Handling customer queries through phones and e-mail.

· Handle credit administration needs arising from branches and any other duty assigned to me.
Other Roles performed on short term basis-Operations and Bank-Assurance
· Insurance Agency; policies and renewals

· Accounts opening, ATM applications, and printing

· Equitel line registration, account linking and sale of Sim 

· Teller services i.e deposits, withdrawals, cheques, Mpesa, MoneyGram, Western Union, purchase orders, receipts, and payments
· Daily financial reconciliation 

· Customer service- general inquiry services and reception

· Organize training, fire drills, business continuity plans, and staff welfare
Achievements in equity bank
· Pioneering centralization and digitalizing of records – Proposed a central filing unit for all branches that solved the problems of loss, fraud, and delay as well as proposed imaging of record in addition to procuring a document Management system Demo (CMS). This was later adopted in the Bank policies and procedures.
· Web Centre content & web Centre portals reference architecture. Designed  key metadata, workflows, and design for a new document management system (WCC) for Oracle to give a banking system hence facilitating paperless operations
Virtual Administrative assistant-Sep 2013-To date-Part time

Boosta Limited

Roles

Virtual administrative assistant on a part-time term basis
· Search Engine Optimization (SEO) content and digital marketing

· Scheduling, Calls, mails and administrative duties

Participatory Awards
· Certificate of Appreciation by Kenyatta University Seventy Day Adventist Church

· Certificate of participation in coast Province Mathematics Context hosted by Allidina Visram High School
Hobbies and interests
· Member of Kenyatta University Mathematics club and Served as a Chairman Mathematics Club in Nyambaria High School 

· Learning investment in shares and wealth creation journals & Reading research journals and publication 

· Traveling and Watching documentaries 

· Participating in Church activities, I was a Youth Leader in Parklands SDA Church (2016-2017) and a Sabbath School Superintendent (2018-2019)
· Digital marketing activities & reading IT & technology and telecommunication  related articles 
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Referees
1. Jasper Omar Makworo

Head of B2B Corporate Business

Mombasa Rd, Red Commercial Complex, Ground Floor, Left Wing

P.O. Box 26765-00504, Nairobi-Kenya

Tel: +254-20-5144388/+254707984666

Cell: +254(0)728277450

E-mail-jasper.makworo@deltaenergysystems.co.ke
2. Alphonce Makori

Chief Executive Officer

Ufundi Co-operative Savings & Credit Society Limited

12th Floor, Ufundi Co-op Plaza, Moi Avenue, Moktar Daddah Street

P.O Box 11705-00400, Nairobi-Kenya

Tel: 2223876/2223546/2223480

Cell: 0721-436593

E-mail: alphoncemakori@ufundisacco.com
Website: www.ufundisacco.com
3. Amos Nyaribo

Deputy Govornor, Nyamira County
Office of the Deputy Governor Nyamira County

P.O. Box 434-40500, Nyamira-Kenya
Cell: +254722810472
Email: 


akimwomi@yahoo.com
Website: www.nyamira.go.ke
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