Grace Kemunto
Procurement & Supply Chain Specialist
Nairobi, Kenya |  0114223029 | kemuntonyabuto8@gmail.com
🔗 https://www.linkedin.com/in/grace-kemunto
CAREER PROFILE
Detail-oriented and motivated Procurement & Supply Chain Specialist with a strong foundation in strategic sourcing, inventory control, and tender processing. Experienced in supporting supply chain operations in both healthcare and retail environments, with a keen focus on accuracy, compliance, and process improvement. Known for exceptional communication and multitasking skills, having successfully coordinated schedules, managed vendor relationships, and executed purchasing processes in high-pressure environments.

Skilled in digital collaboration tools, data handling, and business support functions, with recent training in Virtual Assistance from ALX Africa. I bring a proactive and tech-savvy approach to supply chain management and administration, ready to contribute value through professionalism, adaptability, and continuous improvement.
CORE SKILLS
Procurement & Purchasing
Tender Processing & Evaluation
Inventory Management & Stock Reconciliation
Supplier Relationship Management
Strategic Sourcing & Contract Management
Scheduling & Administrative Support
Microsoft Office Suite & Google Workspace
Customer Service & Communication
Confidentiality & Discretion
Analytical & Reporting Skills
PROFESSIONAL EXPERIENCE
Cashier
Meds & Allied Pharmacy – Ongata Rongai, Kenya | June 2024 – Present
Process customer transactions efficiently and accurately, ensuring optimal service levels.
Educate customers on pharmaceutical products and services offered.
Handle daily reconciliation of cash and digital payments.
Maintain organization and accuracy during high-traffic periods.
Receptionist & Marketer
Nerve Physiotherapy Services – Ongata Rongai, Kenya | April – May 2024
Managed appointment scheduling and coordinated practitioner calendars.
Handled calls, emails, and walk-in inquiries professionally.
Supported marketing efforts through campaign design and outreach.
Utilized Microsoft Office and Google Workspace tools for reporting and planning.
Procurement Intern
Kenyatta National Hospital – Nairobi, Kenya | May – August 2022
Supported procurement operations through requisition preparation, stock taking, GRN issuance, and system uploads.
Participated in tender document preparation, bid opening, evaluation, and uploading onto government portals.
Drafted procurement contracts and coordinated with contract implementation teams.
Contributed to asset disposal processes and preparation of statutory reports.
EDUCATION
Diploma in Procurement & Supply Chain Management (Ongoing)
Kiriri Women’s University of Science and Technology – Kiambu, Kenya | September 2021 – Present
Key Areas: Contract Management, Inventory, Procurement Strategies, Global Supply Chain, E-Procurement, Ethics & Sustainability
PROFESSIONAL CERTIFICATIONS & TRAINING
Virtual Assistant Certificate – ALX Africa | Aug – Oct 2024
PROFESSIONAL AFFILIATIONS
N-Tribe Society | Member since May 2024
LANGUAGES & TECHNICAL SKILLS
Languages: English, Kiswahili
Computer Skills: Microsoft Office, Google Workspace, Hospital Information Systems
Interests: Reading, Digital Tools, Process Automation
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