CURRICULUMN VITAE
JAMES KIOKO WETAKA

P.O. BOX 5384-00200





CELL:  +254 723-690077

NAIROBI.

PERONAL DETAILS
DATE OF BIRTH

: 1977

MARITAL STATUS

: Married

NATIONALITY

: Kenyan

LANGUAGES

: English, Kiswahili and Kamba

ENGLISH-SWAHILI  TRANSLATOR,PROOFREADING,VOICE OVERS AND TRANSCRIPTION
CARREER OBJECTIVE.
Always to lead by example, be creative professional who believes in honesty, hard work and high personal integrity which supersedes all other qualifications that I  have.
RATE :MINIMUM (Translation) $ 0.05-  Proofreading $ 0.04.

AREAS OF INTREST
Education

History

Legal

Politics

Religious

Economics.

Literature

TOOLS

Microsoft Excel

Microsoft word

Word fast

RATES

Translation minimum rate: $ 0.06 per word

Proofreading minimum rate:$ 0.04 per word

Voice over minimum rate   $ 30 per hour

Voice over minimum rate $2 per minute.

PERSONAL ATTRIBUTES

· Excellent Interpersonal skills.
· Team player and respectful to people.
· Good oral and written communication skills both in English and Swahili.
· Good planner and organizer.
· In build leadership skills.
· Thorough knowledge and interest in current affairs both political, religious, business and a bit of sports.
· Excellent public speaking skills both in English and Swahili.
WORK EXPERIENCE
CURRENTLY WORKING FOR ROSETTA FOUNDATION AS A VOLUNTEER SWAHILI-ENGLISH TRANSLATOR
April 2003- TO DATE          TOTAL KENYA LTD (Formerly CHEVRON KENYA Ltd)
DESIGNATION

CUSTOMER CARE





TRAINER/ TEAM COACH

DUTIES

· Training and inducting newly recruited staffs and coaching the already experienced staffs by conducting refresher courses at the service station level both in English and Swahili.
· Supervising Visa card transaction to reduce misuse and fraud.
· Chairing the station monthly HES meetings and training all the staffs on how to maintain HES (Health Environment Safety) standards training conducted both in English and Swahili.
· Constantly checking of all equipments in the station and reporting to the company any damages.

· In charge of all customer service trainings and continuous evaluation of all staffs to establish their individual training needs thus fostering uniformity in customer service standards at the service station level reflecting our company policy. All the trainings done both in English and Swahili. 
· Supervising the offloading of products and verification of their authenticity.

· Supervising all staffs and promotion programs in the station and handling customer complaints.
ACHIEVEMENTS.

· I had been part of the CHEVRON KENYA team which had been quietly moving the wheels of customer service for thet 6 years leading to it’s customer service standards rising from 25% to 86% at the service station level according to the mystery motorist feedback.
· All the stations I had been in charge have been ranked between 85%-100%
1998-2000


KEROCHE INDUSTRIES

DESIGNAITION

DEPORT SALES SUPERVISOR
DUTIES

· Arrange for the distributorship contracts within my region
· Supervising both distributors and depot staffs.
· Banking operation concerning the depot and stock control.
· In charge of all promotions and handling customer complaints.
OTHER ACTIVITIES.
As part of a worldwide bible campaign, I conduct bible studies both in English and Swahili.

Preparing and presenting bible talks  in Swahili in the theocratic ministry school of The JEHOVAH’S WITNESSES     

PROFESSIONAL QUALIFICATION

1997  Jan –June 1997

VICTORY INSTITUTE

COURSE


CERTIFICATE IN SALES AND MARKETING
· Customer care.
·  Advertising and business communication skills

· Principals and practice of selling and marketing

· Principals of market research

· Salesmanship
2003 March-April

SHEER LOGIC MANAGEMENT
COURSE


CERTIFICATE CORVERING

· Roles and responsibilities of a supervisor.
· Customer care and service.
· Coaching skills, Effective communication and Time management.
· Work planning and organizing.
· Interpersonal skills, leadership and team building.
· Performance appraisals.

· Counseling techniques.
· Problem solving and decision making.

2004-26th -29th October
SHEER LOGIC MANAGEMENT
COURSE


CERTIFICATE COVERING

· Report writing

· Team building

· Delegation skills


· Handling customer complaints

· Training of trainers

2003 April


CALTEX OIL KENYA

· Team coach product knowledge training certificate

RELEVANT TRAINING
-12 years study of both English and Swahili attaining above average grades in both languages as shown below.
ENGLISH C+ (PLUS)

SWAHILI C+(PLUS)

Currently working for Rosetta Foundation as a volunteer Swahili-English translator.
EDUCATIONAL BACKGROUND
1993-1996


MULI HIGH SCHOOL

Attained K.C.S.E certificate
Scored C (Plain)

1983-1991


KIKAMBUANI PRIMARY SCHOOL





Attained K.C.P.E Certificate 





Scored 51 Points.

INTERESTS
· Traveling

· Meeting new friends

· Discussing current affairs
REFEREES.
MR. Tom midingo.

Cell:+254 0718383939

Ambwaya.translatorscafe.com
