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	Personal information
	

	Surname(s) / First name(s)
	  MUHINJA/ CATHERINE GATHONI

	Address(es)
	   P.O. BOX  329-00216, GITHUNGURI, KENYA

	E-mail
	   KK.MUHINJA@GMAIL.COM

	Telephone
	

	Mobile 
	+254725741735

	
	

	Nationality
	   KENYAN

	
	

	
	

	Gender
	   FEMALE

	
	   

	
	

	Desired employment / Occupational field
	Financial Advisor– Britam Holdings PLC.
Insurance, Retirement and Investments.

	
	

	Dates
Work experience
  
	2012-Present
Kenya & Diaspora Market | [Years of Experience:  2012 – Present]

-Strategic Financial Planning: Developed tailored insurance, investment, and pension solutions for individuals and businesses, ensuring long-term financial security and wealth growth.

-High-Value Portfolio Management: Successfully managed a diverse portfolio across Life, Medical, General Insurance, Pension, and Investment products, achieving consistent revenue growth.

-Market Expansion & Diaspora Engagement: Increased penetration in the diaspora market, contributing to 20% of portfolio growth through digital outreach, referrals, and client networking.

-Revenue & Sales Leadership: Consistently surpassed annual sales targets, securing multi-million-dollar deals and expanding the company’s market share.

-Client Relationship Management: Built and maintained strong client relationships through personalized service, retention strategies, and financial education.

 -Peer Mentorship & Professional Growth: Proactively guided and supported teammates, including new advisors, in identifying opportunities, developing skills, and growing holistically in their careers.

-Regulatory Compliance & Risk Management: Ensured full adherence to industry regulations, conducting financial needs analyses to align products with clients' evolving goals.


	
	

	Dates
	10.2010- 31.12.2011

	Occupation or position held
	SALES AND MARKETING REPRESENTATIVE

	Main activities and responsibilities
	· TAKING DETAILS OF CLIENTS REGARDING THE KIND OF PROPERTY THEY ARE INTERESTED IN. 

· ADVICE THEM ON THE VARIOUS PROPERTIES IN THE MARKET MEANING GETTING TO KNOW WHAT THE CLIENT IS LOOKING FOR THEN MAKE FOLLOW UPS UNTIL THEY GET SATISFIED WITH THE PROPERTY THAT WE ALLOCATE THEM.

· PREPARING LEASE AGREEMENTS TO CLIENTS WHO MAKE PAYMENTS

· MEETING CLIENTS IN THE FIELD MOSTLY AND DELIVERING PROPERTIES.

· DOCUMENTATION OF THE LEASES.

· ACTING AS A LINK BETWEEN THE LANDLORD AND THE TENANT IN THE HANDING OVER OF THE PROPERTY.

· ASSIST IN RECEIVING RENT FROM TENANTS AND BANKING IT.

                      MAKING FOLLOW UPS ON CLIENTS’ QUERIES ON THE VARIOUS PROPERTIES THAT WE ADVERTISE AND UPDATING THEM ON THE LATEST ONES

	Name and address of employer
	REALCOM LIMITED

	Type of business or sector
	REAL ESTATE AND HOUSING

	
	

	Dates
	   10.2010- 03.2011

	Occupation or position held
	   OFFICE ADMINISTRATOR

	Main activities and responsibilities
	· RECEIVING VISITORS APPROPRIATELY AND DIRECTING THEM ACCORDINGLY.

· RECEIVING OFFICE PHONE CALLS REGARDING AND ASSISTING CLIENTS APPROPRIATELY.

· ASSISTING CLIENTS IN OPENING CDS ACCOUNTS AND ADVISING THEM ON THE BEST STOCKS TO PURCHASE IN LINE WITH THEIR OBJECTIVES, RISKS LEVELS AND INVESTMENT PERIODS.

· FOLLOWING UP ON CLIENTS QUERIES ON THEIR SHARES AND UPDATING THEM ON THE LATEST IN THE MARKET.

· RECORDING ALL QUERIES BY PHONES OR IN PERSON BY USING LAID DOWN PROCEDURES AS A GUIDE.

· ASSISTING IN PLACING BUY AND SELL ORDERS AND FOLLOWING UP WITH THE DEALERS ON THE EXECUTION OF SUCH ORDERS.

· POSTING OF ENTRIES IN THE CASHBOOK FOR TIMELY PREPARATION OF ACCOUNTS.

· MAINTAINING THE PETTY CASH SYSTEM AND ADMINISTERING THE FLOAT.

· RECORDING IN THE PETTY CASHBOOK ALL EXPENSES ON A DAILY BASIS AND RECONCILING THE BALANCE IN THE PETTY CASHBOOK AT THE END OF THE DAY.

	Name and address of employer
	   TIMELY STOCKS LIMITED

	Type of business or sector
	   SHARES AND STOCK MARKET

	
	

	Dates
	 07.2008-08.2008

	Occupation or position held
	   INTERN

	Main activities and responsibilities
	· INDEXED REGIONAL DIRECTOR’S BUSINESS CARDS USING SOFTWARE CALLED PEN POWER WORD.

· CREATED AND UPDATED A DATA BASE FOR THE CAPACITY BUILDING INNOVATIVE (LEARNING CANTER) USING MS ACCESS.

· UPDATED A DATABASE FOR RESTRICTED PROJECTS CATEGORIZING THEM ACCORDING TO DONORS FOR ALL COUNTRY PARTNERS.

· UPDATED A DATABASE FOR DONORS FUNDING IPPF CATEGORIZING THEM PER COUNTRY.

· CONSOLIDATED AND UPDATED CONTACT DETAILS FOR COUNTRY PARTNERS’ HEADS OF FINANCE.

· VERIFIED EXISTENCE OF RESTRICTED FUNDING AGREEMENTS FOR RESTRICTED PROJECTS IN THE FILES.

· APPROVED AUDIT FIRMS.

· ASSISTED THE FINANCIAL ADVISORS MANAGEMENT UNIT FILLING OF DOCUMENTS.

	Name and address of employer
	    INTERNATIONAL PLANNED PARENTHOOD FEDERATION (IPPF)

	Type of business or sector
	    NON GOVERNMENTAL ORGANIZATION

	
	

	Dates
	 06.2008-07.2008

	Occupation or position held
	   INTERN

	Main activities and responsibilities
	· WORKED IN THE RATES SECTION OF THE TREASURERS’ DEPARTMENT UNDER THE CHIEF ACCOUNTANT

· WORKED IN THE RATES CUSTOMER CARE SERVICE, RATERS CLEARANCE CERTIFICATE AND PROPERTY RATES RECORDS UNITS.

	Name and address of employer
	    CITY COUNCIL OF NAIROBI     

	Type of business or sector
	    BODY OF LOCAL GOVERNMENT

	
	

	
	

	Education and training
	

	
	

	
	

	Dates 
	PRESENT

	Title of qualification awarded
	FUNDAMENTAL PAPERS, ACCA

	Name and type of organization providing education and training
	STRATHMORE UNIVERSITY, NAIROBI                          

	
	

	Dates
	07.2006 – 12.2010

	Title of qualification awarded
	BACHELOR OF ARTS IN DEVELOPMENT ECONOMICS

	Name and type of organization providing education and training
	MAKER ERE UNIVERSITY, UGANDA

	
	

	Dates
	02.2004 –12. 2005

	Title of qualification awarded
	ADVANCED LEVEL EDUCATION, A’ LEVEL COURSE (FORM V-VI)

	Name and type of organization providing education and training
	KABOJJA SECONDARY SCHOOL-UGANDA

	
	

	Dates
	02.2000 – 12.2003

	Title of qualification awarded
	HIGH SCHOOL

	Name and type of organization providing education and training
	MARY LEAKEY GIRLS HIGH SCHOOL, NAIROBI KENYA
K. C. S. E 

	
	

	
	

	Personal skills and competences
	

	
	

	Mother tongue(s)
	KIKUYU

	
	

	Other language(s)
	ENGLISH, KISWAHILI

	Self-assessment
	
	UNDERSTANDING
	SPEAKING
	WRITING

	European level (*)
	
	LISTENING
	READING
	SPOKEN INTERACTION
	SPOKEN PRODUCTION
	

	English
	
	
	EXCELLENT
	
	EXCELLENT
	
	EXCELLENT
	
	EXCELLENT
	
	EXCELLENT

	
	

	
	

	
	

	Social skills and competences
	I HAVE BEEN THE SECOND BEST IN MY ELEMENTARY SCHOOL CHOIR AND AS WELL AS HIGH SCHOOL AND ADVANCED LEVEL EDUCATION GOING UP TO THE NATIONAL LEVEL.

	
	

	Other skills and competences
	· EFFECTIVE COMMUNICATOR AND CONFIDENT INDIVIDUAL, CAPABLE OF ADAPTING TO ANY WORKING ENVIRONMENT.

· WORKING WITH SELF-DRIVE AND WITH MINIMUM SUPERVISION.

· HONEST TEAM PLAYER WITH ABILITY TO MEET DEADLINES.

· LOVE CHALLENGING TASKS.

· GREAT MOTIVATION TO STUDY AND ON JOB TRAINING

· ENTHUSIASTIC

· GOAL-ORIENTED

· STRONG INTERPERSONAL SKILLS SUCH AS DECISION MAKER

	Technical skills and competences
	GOOD TECHNICAL SKILLS

	Hobbies and interests
	· PARTICIPATING IN PROJECTS

· CAREER DEVELOPMENT THROUGH SEMINARS, CONFERENCES AND MEETINGS

· READING NOVELS, ARTICLES, MAGAZINES

· SOCIALIZING

· TRAVELING

· CAMPING

	Organization skills and competences
	· SUCCESSFULLY ORGANISED ALL TRAVEL ARRANGEMENTS TO MOMBASA BY THE DIRECTOR ENSURING BUDGETS WERE KEPT TO A MINIMUM TIME.

· CONTINUALLY VERIFIED EXISTENCE OF RESTRICTED FUNDING AGREEMENTS FOR RESTRICTED PROJECTS IN THE FILES WHILE AT IPPF.

· CONTINUALLY EXCEEDED MONTHLY PERSONAL SALES TARGETS OVER THE PAST ELEVEN MONTHS AT REALCOM LIMITED.

· I SUCCESSFULLY PREPARED A PROPOSAL THAT WAS USED FOR SALES AND MARKETING REGARDING VARIOUS PROPERTIES WITHIN NAIROBI AND MOMBASA AT REALCOM LIMITED.

· ORGANIZE NUMEROUS MEETINGS AT REALCOM LIMITED.

	
	

	
	

	Computer skills and competences
	PROFICIENCY WITH MICROSOFT SUITE

	
	

	
	

	
	

	Driving license
	   YES, VALID



	References 
	TILLEN OMONDI
CHIEF OPERATING OFFICER, BRITAM HOLDINGS.
BRITAM HOLDINGS LTD
TELEPHONE: +254 0727381581
EMAIL: tomondi@britam.com
   CAPT. WILSON BANGO
CAPTAIN,

QATAR AIRWAYS
TELEPHONE: +97433215158
EMAIL: WILSONBANGO@HOTMAIL.COM
PETER ROCKY OGUNDE

WESTERN MIDSTREAM, EDMONTON, ALBERTA CANADA
TELEPHONE: +1 (587) 700-9526
EMAIL : pete.ogunde@gmail.com


	
	


	
	



