ELIZABETH WACHIRA
Executive Personal Assistant 
 wachiraelizabethw@gmail.com. https://www.linkedin.com/in/elizabeth-wachira-b38202298/ 
Highly organized and proactive Executive Personal Assistant with over five years of experience supporting senior executives and managing complex administrative functions. Adept at multitasking, prioritizing tasks, and maintaining confidentiality. Proven track record of improving office efficiency and enhancing executive productivity through strategic planning and exceptional problem-solving skills
CORE COMPETENCIES
_______________________________________________________________________________________________________________ 
· Executive Support
· Calendar Management
· Travel Coordination
· Confidentiality and Discretion
· Meeting and Event Planning
· Office Management
· Communication Skills
· Time Management
· Document Preparation
· Technology Proficiency (e.g., Microsoft Office Suite, Google Workspace)
RELEVANT WORK EXPERIENCE 
_______________________________________________________________________________________________________________ 
Hotelstay International Limited  Nairobi– 2017-2020- Executive Administrative Assistant 

·  Prepared travel itineraries, including flight bookings, hotel reservations,airport lounges and car hire for top management and clients
· Ensured the company complied with all the government requirements for starting up and set up initial processes for smooth take off and running 
· Managed confidential information and handled sensitive matters with discretion and professionalism.
· Prepared correspondence, reports, and presentations with a high degree of accuracy and professionalism.
· Coordinated and managed  the calendar for high-profile meetings and events, including venue selection, catering, and logistics.
· Prepared agendas, took minutes, and followed up on action items.
· Served as the primary point of contact between the executive and internal/external stakeholders.
· Managed filing systems and ensured all documentation is accurate and up-to-date.
· Recorded transactions like bills,expenses and invoices


Maasai Wilderness Conservation Trust – 2014-2017 -Administrative Assistant

· Performed general office duties, including answering phones, managing emails, and greeting visitors.
· Coordinated and scheduled meetings, appointments, and travel arrangements.
· Prepared and edited correspondence, reports, presentations, and other documents.
· Maintained filing systems and ensure all records are up-to-date and accurate
· Handled basic bookkeeping tasks, including invoice processing and expense reports.
· Maintain office supplies and inventory, ordering as needed.
· Skillfully managed projects and planned events as needed.
Alibhai & Sons Limited – 2011-2012 -Cashier
· Answered customer inquiries and resolved any issues or concerns promptly.
· Provided information about products, services, and promotions as needed
· Handled cash, credit/debit card transactions, and gift cards with accuracy.
· Issued receipts, refunds, and exchanges according to store policies.
· Counted and reconciled cash drawer at the beginning and end of shifts.

EDUCATION 
_______________________________________________________________________________________________________________ 
Kenya School of Monetary studies-2010- Associateship in Financial Services
European Business Institute Luxembourg-2022-Certificate in Business Studies
ALX Africa -2024-Virtual Assistant Course

INTERESTS
_______________________________________________________________________________________________________________ 
· Cultural Exploration
· Community Service and volunteering
· Nature and wildlife conservation

