BRIAN WANDERI
📞 +254 115 259 293 | ✉️ brianwanderi63@gmail.com
Profile Summary
Highly reliable and adaptable Virtual Assistant with a strong background in ICT, administration, and customer support. Skilled in managing calendars, handling correspondence, conducting online research, and providing technical support. Experienced in data entry, document preparation, and client communication. Proficient with Microsoft Office, Google Workspace, and task management tools. Adept at multitasking, problem-solving, and delivering excellent service in dynamic, fast-paced environments.
Key Skills
Calendar & Email Management
Data Entry & Online Research
Customer Support & Client Communication
Microsoft Office Suite & Google Workspace
Document Preparation (Reports, Presentations)
Task & Project Management Tools (Trello, Asana, ClickUp)
Social Media Scheduling & Content Support
ICT Support – Software & Hardware Troubleshooting
Networking Basics & Computer Maintenance
Time Management & Multitasking
Confidentiality & Professionalism
Professional Experience
Virtual Assistant / Administrative Support
Freelance / Internship – 2024–2025
Managed client calendars, scheduled appointments, and coordinated meetings.
Handled email correspondence and professional communication with clients.
Conducted research and compiled data into reports and spreadsheets.
Assisted in preparing presentations, proposals, and client documents.
Provided online and onsite customer support in a professional manner.
Maintained accurate records while ensuring confidentiality.
Receptionist / Support Staff
Mwangaza Inspirational Limited – Nov–Dec 2024
Welcomed and directed clients and visitors with professionalism.
Assisted in administrative and clerical tasks, including document handling.
Maintained organized office workspaces and supported daily operations.
Provided basic IT and technical assistance to staff.
IT Support Staff (Attachment)
Mwangaza Inspirational Limited – Sep 2024–Jan 2025
Assisted with computer maintenance, troubleshooting, and technical support.
Supported end-users with Microsoft Office and general software use.
Performed accurate data entry tasks, ensuring consistency.
Helped configure basic networking (routers, cabling).
Education
Diploma in Information Communication Technology- Jewel Technical Institute
Certificate in Information Communication Technology – Technical Institute (Oct 2022 – July 2024)
Computer Packages Training – Private Institution (September 2022)
Kenya Certificate of Secondary Education (KCSE) – Gathiru-ini Secondary School (2018 – 2022)
Key Achievements
Awarded Certificate in ICT
Received recommendation letter from Mwangaza Inspirational Limited
Languages
English – Native 
Kiswahili – Fluent
Basic German (A2 level)
Referees
Available upon request
