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EDUCATIONAL BACKGROUND 

Year 2008- 2013 


: International Islamic University Islamabad –Pakistan.

Bachelor of Science in Economics and Finance
Year 2004 -2007


: Matuga Girls High School 






Kenya Certificate of Secondary Education 

Year 1996-2003


: Kenya Certificate of Primary Education

CAREER OBJECTIVE

To ensure concurrent growth of the organization and my personal career by effectively utilizing my knowledge, talents and acquired technical skills. 
​​​​​​​​​​​​​​​​​​​​​​​​

WORK EXPERIENCE.

JANUARY 2014 TO JANUARY 2015
:Administrative Assistant
ROLES AND RESPONSIBILITIE
· Assist in day to day operations of the organization such as recruitment, procurement
· Control the petty cash,imprest and maintain the imprest register

· Manage and be accountable for the LICODEP’S resources

· Ensure security & maintenance of the office and its assets

· Ensure effective communication and documentation are carried out and information is promptly and adequately shared ,both within and externally
· Ensure, maintained and enjoyable working environment 

· Manage clerical and other administrative duties(typing,filling,managing diaries)

· Handle the distribution of correspondence and customary clerical tasks
· Arrange, organize, and coordinate meeting including venues, facilities,document preparation, catering and security clearances.

· Supervise and coordinate activities of the staff

· Conduct orientation programmes of new employees
· Administer work out leave entitlement 

· Maintain inventory control and make recommendations to management

· Maintain management information systems (manual or computerized)

· Provide and maintain business premises including plant machinery and equipments

· Review and answer correspondence  
SEPTEMBER TO NOVERMBER 2013
: Volunteering intern atLikoni Community 

Development Programme: LICODEP
ROLES& RESPONSIBILITIES
· Support in report writing and development  such as minutes  and  activity reports 

· Assisting accounts department in clerical accounting duties such as Vouchers preparation, procurement and filling 

· Supporting project officers in implementation of projects in line with donor requirements

· Workshops rapporteuring

· Mobilization of participants for projects activities.

JANUARY TO MARCH 2013.
: South & South Coast Uniform Centre Likoni.



Assistant Manager

RESPONSIBILITIES
· Balancing of Accounts 

· Sales and marketing of the uniforms and uniform related materials.

· Supervising  of  Tailors in ensuring all the requirements for  the uniforms are met 

· Purchase and supplies of the uniforms and uniform related products to both schools and other businesses

· Advising the manager where appropriate.
DECEMBER 2007-2008 AUGUST
: South & South Coast Uniform Centre


Responsibilities 
· Balancing of Accounts and management of finances.
· Sales and marketing of the uniforms and uniform related materials.

· Supervising  of 3 Tailors in ensuring all the requirements for  the uniforms are met 
· Purchase and supplies of the uniforms and uniform related products to both schools and other businesses.
· Cash supervision and control 

· Record management within the company.

TRAINING AND SKILLS 
· Training in the Navision Soft Ware in April 2014

· Training in extremism and radicalization : by Kenya Transition Initiative (KTI)

· Proficiency in Computer  applications : 7 packages 
· Time management by African Students of Islamabad –Association.

· Youth Leadership and conflict management by Licodep  in the year 2008

· Rights Based Advocacy by Licodep in the 2008.

__________________________________________________________________________________
AWARDS, PARTICIPATIONAND MEMBERSHIP
· Year 2014

: Navision Software certificate.

· Year 2012-2013
: African Students Islamic Association -Islamabad, Treasurer.

· Year 2011-2013
:Participated in Food exhibition competition
· Year 2010-2011
: Kenyan Students Association –Islamabad, Secretary.
· Year 2009

:Career development Seminar 

· Year 2006-2007
: Matuga Girls High School Student Head.

· Year 2005 -2006
: Matuga Girls High School, School Prefect.
· Year 2005 

:Participated on Essay competition on Women and Hijab
INTEREST AND HOBBIES 

· Reading 

· Watching movies
· Browsing 

· Event organizing 

· Travelling 

· Socializing






