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CAREER OBJECTIVE:
Seeking a position as General Admin/ School Admin with a reputed organization where my education & experience will have valuable application.
PROFILE
· 8 years of experience in Administration field in Zimbabwe.
· Professionally qualified with Bachelor of Artsfrom Great Zimbabwe University.
· Well versed in MS Office applications 

· Can multitask & work under pressure & meet deadlines.

· Well organized, system oriented & has a strong attention to details.

· Efficient, smart, reliable and hardworking.

· Can handle multiple tasks effectively and very much flexible with time.

· Possesses excellent organizational skills and can work well independently.

· Analyzing problems and solutions, Able to meet Deadlines, Work under pressure, Implement Decisions and forcing policies, Provide customers services, Team Player, Ability to build relationship. 

· Expert in interdepartmental liaison and coordination.
WORK EXPERIENCE

· Office Administrator, Makoni Education Council, Zimbabwe 2014 to 2015
· Public Relations officer, MENZ Company, Zimbabwe2012 to 2014
· Junior administratorMinistry of Education Zimbabwe 2009 to 2011
· General duty administratorPublic Service Commission Zimbabwe 2007 - 2008
Job Profile in General Administration:
· Handle general administration tasks for the organization.

· Provide administrative support to the Management for Operations including scheduling of business meetings and appointments and arrangement of department functions and activities.

· Maintain office facilities including procurement processing of necessary office supplies and equipment requirements, petty cash management, prepare & maintain expenses report. 

· Prepare office supplies and equipment purchase requisitions, coordinate and monitor maintenance services and serve as liaison between departments, management and staff.

· Perform other office functions such as attending telephone calls and fax communications and filing office documents.

· Vendor Management; logistics coordination & facilitation.

· Handle corporate telecom accounts (landlines & mobiles).

· Interdepartmental coordination; responsible for annual maintenance contracts.

· Review, organize and distribution of incoming/outgoing mail.

· Input data and compile report information into a database. 

· Maintain and update accounts status of clients on computer software program.
· Communicate & prepare necessary office correspondence.

· Coordinate in purchasing office supplies.

Job Profile in School Admin:

· Assisted in recruiting qualified Professional Educators teaching programs 
· Handled the tasks of providing copies of Faculty handbook to teachers and students 

· Responsible for providing tours of the school, curriculum activities of the school and general information on the socio economic background of the school 

· Observed the coordination or the working of teachers and students in the classroom atmosphere 

· Answered teacher candidates' queries pertaining to the management of classroom and job market 

· Helped teachers in planning curriculum activities for their classes 

· Responsible for assisting principals, vice principals and teachers in operating the school 

· Designed innovative programs to ensure safety of school and keep it free from alcohol and drugs 

· Generated rules and procedures that covers behavioural plans for individual students 

· Oversaw school budget to ensure that each department receives sufficient and adequate funds 

· Performed instructional programming and conducted meetings for teachers-parents 

EDUCATION

· Bachelor of Arts Honours Degree (2011) Great Zimbabwe University
· Bachelor of Arts General Degree (2007)   University of Zimbabwe
SPECIAL PROJECTS

· Assisted in coordinating the tutoring program at Rukweza High School(2010-2011)
· Taught outdoor education, wrotegrants, and obtained funding for the high trails programs(2010)

· Participated in district  leadership in English Marking training(2009))

· Mentored studentsas part of a team of developing  the English Literature  curriculum for Makoni District
· Assisted with ideas on the system mentoring program between 6th and 2nd grades(2008)
ACHIEVEMENTS
· Edited and published the inaugural school magazine  at Rukweza High School

· Initiated an English speaking club as a way of developing students language skills and confidence

· Launched the Makoni Education Council better school programs

· Launched and chaired the Makoni English panel
PERSONAL DETAILS

Date of Birth

: 13 -03 -1983

Nationality

: Zimbabwean
Visa Status

: Tourist Visa 
Language Known
: English


