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PERSONAL SUMMARY
· I am a competent and organized individual who is able to work as part of a team and manage several priorities as any time.
· A positive attitude, strong work ethic and a keen desire to learn and grow within a firm.

· Possess superb communication skills and always treat people with respect and according to their individual needs. 

· As a dedicated professional to fully understand the importance of HR department to any organization and therefore aim to make any institution / company as effective and efficient as possible.

· I have intensive experience of working in commercially focused organizations.

· Competent speaker in fluent Swahili, English, French and Korean languages.
CAREER STATEMENT

· I feel that my greatest strengths are firstly my strong commitment to providing a professional service to fellow colleagues.

· My skill at developing and maintaining a close working relationships with people from all social backgrounds which in turn helps me to gain an in-depth understanding of their individual needs.
· My real passion for the HR field as a whole, an obsession which allows me to spot trends and develop best practice processes.

KEY SKILLS AND COMPETENCIES

Human Resources &Administrative
· Handling all confidential information in a professional manner
· Knowledge of entire employee lifecycle

· Arranging contract documents for all new employees.

· Upholding outstanding levels of administration and operational standards.

· Able to work quickly and competently on tasks

· Maintaining employee information
Personal Skills
· Being positive in challenging and complex situations
· Career minded and professional at all times

· Ability to build business relationships

· Excellent verbal and written communication skills

· Strong sense of responsibility and desire to get things done properly

· Can work to tight deadlines

· Able to work with other professional as part of a team

· Ability to adjust to new skills and knowledge

· Can function in a fast paced environment

· Thinking literally to create options and solutions

· Positive “can do” attitude towards work.
AREAS OF EXPERTISE
· HR  Processes and systems

· Contract document generation

· Business administration

· Note taking

· Answering queries

· Document management

· Equal opportunities

· Absence management

· Calendar management

ACADEMIC  EXPERIENCE
Oct 2012-Present

Keele University





BA (Hons) HRM & Sociology

Jan –June 2011

Institute of Advanced Technology





Certificate (ICDL) International Computer Driving License

Jan –July 2010

Leeds Metropolitan University (Leeds Beckett)





Certificate of Higher Education

2008-2009


Midlands College





Diploma in Dental Nursing

2004-2007


Riara Springs High School





Kenya Certificate of Secondary Education

1995-2005


Tala Academy





Kenya Certificate of Primary Education

WORK EXPERIENCE
Mid March – June 2015
GOVERNMENT OFFICE




Designation: HR Assistance (Attachment)

Responsible for full employee life cycle of providing administrative support to the HR Managers and Offices. Involved in day-to-day running of the HR Office.


Duties;
· Acted as first point of contact for anyone enquiring about attachment
· Processed payroll information in an accurate and timely manner (for attaches)

· Filed electronic and hard copy documents

· Followed up on all outs

2009-2010


INTEGRATED DENTAL HOLDINGS Bramley





Trainee Dental Nurse
Duties

· Adhere to cross-infection and health and safety protocols to the highest standard.
· Ensure that all equipment is adequately disinfected after every single patient and dental instruments are decontaminated correctly.
· Set up for each and every patient, providing the Dentist with the correct equipment and instruments.
· Assist the Dentist during treatment by passing relevant instruments and equipment, aspirating and retracting if necessary.
· Offer support and reassurance to patients.
· Carry out stock control.

March – June 2012

DATA ENTRY CLERK









Trainee Dental Nurse
Duties

· Prepares source data for computer entry by compiling and sorting information; establishing entry priorities.
· Processes customer and account source documents by reviewing data for deficiencies; resolving discrepancies by using standard procedures or returning incomplete documents to the team leader for resolution.
· Enters customer and account data by inputting alphabetic and numeric information on keyboard or optical scanner according to screen format.
· Maintains data entry requirements by following data program techniques and procedures.
· Verifies entered customer and account data by reviewing, correcting, deleting, or reentering data; combining data from both systems when account information is incomplete; purging files to eliminate duplication of data.
· Maintains customer confidence and protects operations by keeping information confidential.
· Contributes to team effort by accomplishing related results as needed.
