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Joyce 
	
	

	Bio-Profile
	Female, Kenyan, Single, 

	Summary of Abilities

Availability
	Excellent computer, administrative, team and interpersonal skills. Strong character, focused, self motivated.
Immediate

	Highlights of Experience 
	BE UNIQUE ( April 2012 - May 2012)
Be Unique is a social Media Consultancy company with bases in Dubai, Offering Web design, SEO
Personal Assistant to the Chairman 

· Reading, monitoring and responding to the principal's email.
· Answering calls and handling queries,
· Liaising with staff, clients, etc.
· Managing the principal's electronic diary,
booking meetings
· Organising travel and preparing complex travel itineraries.
· Writing minutes
· Planning, organising and managing events,
· Attending events/meetings as the principal's representative.
· Conducting research on the internet.
· Typing documents
· Sourcing and ordering stationery and office equipments.
RSM ASHVIR( February 2011 – February 2012)
RSM Ashvir is a member firm of RSM International, a worldwide network of independent accounting and consulting firms.

Personal Assistant to the Chairman 
· Delegating the processed information to the appropriate departments in the organization in a timely fashion

· Scheduling appointments, meetings and conferences for business procurement or for presentation to be delivered.

· Booking calendars for the Chairman and scheduling his appointments and meetings

· Maintaining the data shared between the departments, by filing and recording the information accordingly (as hard copies and electronic filing system)

· Answering phones, and providing necessary information to the individual departmental managers and processing information

· Greeting clients and visitors and giving them an outline of the nature of business of the organization

· Formatting of Accounts, Feenotes.

· Ensuring the authenticity of office policies and procedures and supervising support staff

Northern Aid/National Focal Point on FGM (November 2001 – March 2008)

Northern Aid is a national NGO working mainly in the pastoralist areas. Northern Aid also hosts the National Focal Point(NFP) on Campaign against FGM in Kenya.

Administrative Assistant
· Backstopping, under the guidance of CEO, operations and programmes of NFP, managing meetings of Advisory Committee and liaising with partners.

· Responsible for managing and coordinating office activities and projects including programmes and office administration and managing resource centre.

· Bookings and travel arrangements, receiving and directing calls.

· Assisting in the finance section, processing statutory deductions documents, processing payments and file registry 

· Managing organization and programme resources, ensuring their security and maintenance

Inter-Religious Council of Kenya (2000 to 1998)

Inter-Religious Council of Kenya formerly World Conference on Religion and Peace Kenya Chapter is a multi-religious partnership that mobilizes the moral and social resources of religious people to address shared concerns

	
	Secretary
· Responsible for company logistics, processing of payments and accounting documents, including purchase orders, petty cash, banking, and file registry.

· Bookings and travel arrangements

· Handling firm’s public relations and electronic communication

· Managing office communication with external partners.

· Responsible for firm’s hospitality and public relations.

· Responsible for designing, packaging, managing, organizing and

   documentation of  conferences, seminars and workshops

. 

	
	Image Registrars (1994 –1998)

Image Registrars is an internationally networked consultancy firm offering consultancy services in company registration, capital markets share registration firm, development work and accountancy. It is a busy outfit handling over 200 clients at any one time, some of whom are listed in Nairobi Stock Exchange.

Secretary
· Responsible for office administration, hospitality, managing resource centre.

· Dealing with correspondence and electronic communication of the company.

· Handling share registration services, shareholder details verification, replacement of certificates and processing of dividends payments.

· Preparation of accounting records

Institute of Primate Research (1990 –1994)

Institute of Primate Research is a national research centre, well known internationally for its work. It is part of National Museums of Kenya.

Information Technology Officer

· Responsible for computer operations of the Institute, including processing of all data from verification, coding, entry, analysis and output.

· Providing computer operations services to other departments.



	Education and Professional Training 
	

	

	· Amani Counseling Centre, 2004

· Secretarial Skills and Management,  Manpower, 1996 

· Aldus Pagemaker, Mosmab Training Centre, 1994

· Ventura Desktop Publishing, Microchip Secretarial College, 1992

· Multisoft Nominal Ledger, Business Machines Ltd, 1991

· Computer Operations, Programming, Universal Professional College, 1989

· O’ Level, Maasai High School , 1987



	Interests
	Travelling, Swimming, Agriculture, Reading, 

	Professional referees
	Available on Request
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