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Summary









________

· Profile: Female, 21st July 1976

· Visa Details: Residence Visa Sponsor Husband, been living in Dubai since 2012. With UAE driving license

· Nationality: Kenyan

· Current Location: UAE Dubai

· Current position: HR Assistant Manager
· Company: Prime Bank ltd 

· Preferred Locations: UAE Dubai

· Salary Expectation  Not specified/Negotiable

Work Experience

_____________________________    
Jan 2009-2012 April,  

PRIME BANK LTD   - head office

This Company maintains a network of 18 branches in Kenya’s major centers the Bank dealing with Banking services, Consumer Banking, Corporate Banking, Investment Banking, and Islamic Banking. 

Human Resource Department
This department managing an organization culture where employees enjoy working with pride and are strongly motivated to gain and maintain professional excellence to convert the human resource into human capital. In an exchange of all what we relentlessly look for individual with quality education team-spirit, for professional excellence creative approaches who can, in turn produce desired end result.

Key Responsibility and Involvement:

· Ensure effective support to department/branch Managers and HR department in the day to day activities, including: salary revision, allowances, bonus, promotions, register (Headcount), hiring, transfers, end of contract, etc

· Organize interviews and/or sessions and ensure the follow-up (filing of candidate folders.)
Establish work contracts for selected candidates with appropriate conditions.

· Create the personal file for the new employee and transfer to HR coordination
· To look for candidates with high potential who have wide shoulder to undertake the future leadership of the Bank.

· Careful selection criteria involve fair policy and a set of steps to find the right candidate we look for.

· Different programs covering on-the job and of-the job training at home and up country to develop our employees.

· Well- balanced job rotation, training and ensured with they join in any stream of Banking.

My main achievement in this job includes:

· Ensure follow-up of recruitment activities by using appropriate management and reporting tools 

· Continuous improvement activities, work together with the team to review and optimize HR processes, improve the quality, consistency and efficiency of the HR activities

· Develop relationships and work proactively with the business

Jan 2008- Jan 2009                      Prime Bank ltd

Assistant Manager

Key Responsibility and Involvement:

· To assist junior staffs in customer queries and complaints and to ensure transfers, to and from treasury posted soonest. 

· Ensure to obtain correct identification of the customer banking personal details- know your customer ( KYC).

· Ensure bank charges are recovered, as income.
· Reporting of any other Ad hoc information to the management.

· Auditing of stop payments instruction is recorded in the register and necessary action are taken for its execution.

My main achievement in this job includes:

· At year end I had compliance with all regulations and controls as set by the bank and central Bank of Kenya.
· Lending of customers fund to finance their business operations after our internal assessment of recoverability.

· Auditing report was up to date at the year end.

· Managed to open different   accounts saving and current to the branch.

Reason for moving from Operation department to HR department as being the Assistant Manager to HR Assistant Manager is to diversify knowledge and skills.
Education​​__________________________________________
· Bachelor of commerce, from Catholic University of Eastern African (yet to Graduate)
Other certificates____________________________________
· High/Advance Diploma in Business Management- Associate of Business Executives (ABE-UK) Member.

· Association of Chartered Certified Accountants (ACCA)- UK: part 1

IT Skills____________________________________________
Window Flex cube software

· MS-office

· MS-Excel

· MS-word

Language___________________________________________
· English Fluent

· Arabic basic
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