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A multi-skilled  professional  with  excellent supervisory and  technical  expertise  in Data, ICT  and Operations
Management. Very capable with a proven ability to ensure the smooth running of ICT , Office and Administrative systems which provide services that improve the efficiency and performance of an organization.
Looking for a new and challenging position, one that will make best use of my existing skills & experiences also further my personal career development by offering new challenges.
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Key Skills

	
	Office Management
	
	Data Entry Skills

	
	Administrative support skills
	
	Budget Control Expertise

	
	Report writing
	
	Advanced IT Skills


· Excellent spoken and written English Skills 
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Education Qualification
	2009 - 2012
	Kenya Methodist University

	
	Bachelor in Computer Information Systems

	2012 - 2012
	Advanced Learning with Alison T rainers, Australia

	
	Diploma in Operations Management


2005 – 2007:
Shepherds Foundation Research & Educational Centre
Diploma in Information Technology
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Professional Qualification
	June 2012
	Advanced Learning with Alison T rainers, Australia

	
	Certificate in Customer Service Training

	October 2008
	ILO International T raining Center T urin, Italy


Certificate in DevInfo Training Course for Programming and Monitoring
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Work Experience
January 2013 – February 2015
Elizabeth Glaser Pediatric AIDS Foundation (EGPAF Kenya) –
Global Plan Secretariat Project Project Administrator/ Executive Administrative Assistant
Admin Duties
· Responsibility for coordinating the work between the different departments in the organization, and in resolving the daily administrative as also operational problems that may arise. 
· T aking care of all administrative details, coordinating the flow of work and ensuring that all deadlines are met. 
· Handling all communication like telephones and bulk of correspondence which arrives through postal mails and emails. 
· Attending meetings, recording the minutes and also maintaining a good storage and retrieval system of all data. 
· Prioritizing jobs, checking deadlines, preparing the agenda for the meetings and setting up and coordinating meetings. 
· Prepares correspondence for executive review and signature. 
· Coordination and organization of tele/video conferences 
· Setting up and coordinating meetings and conferences. 
· Organizing business travel, itineraries, and accommodation for all Global Plan staff. 
· Monitoring inventory, office stock and ordering supplies as necessary. 
· Reviewing all contracts/agreements to achieve ‘best price/best quality’ purchasing. 
· Preparing & processing requisitions, purchase orders & invoices for purchases. 
· Giving sourcing input to colleagues to aid business planning & development. 
· Supervising the work of other staff as assigned by the Director. 
· Monitoring of staff timesheets time in lieu and holidays. 
· Ensuring compliance to all project grant goals & objectives 


· Orientate staff on new HR systems and new HR policies 
· Management of petty cash 
· Involved in the preparation and development of annual project budgets 
· Assisting with the preparation of the monthly project management accounting reports 
· Ensure project daily expenditure is within approved budgets 
· Monitor project expenditure in consultation with the finance department 
ICT Duties
· Providing client support to users and ensuring that user’s requests are understood, properly documented and prioritized 
· Commissioning, migrating and decommissioning hardware, software, and network infrastructure and user access to support the needs of staff 
· Undertaking routine maintenance and checking of networked workstations and other peripherals 
· Following acceptance testing for new ICT equipment 
· Installation, configuration and removal of standardized software onto systems as advised by the ICT Manager 
· Accurately recording, administering and managing lifecycle of assets and software licenses through ICT asset management system 
· Assist with disaster recovery readiness and contingency plans 
	
	September 2007 – December 2012
	National AIDS & STI Control Programme (NASCOP)

	
	
	Ministry of Health, Kenya

	
	Program Support Officer and IT Administrator
	

	
	
	


Program Support Duties
· Assist in the implementation, monitoring and evaluation of standard program management activities, including data and risk analysis and performance monitoring. 
· Provide a comprehensive range of executive support including records and file management, scheduling and coordination of meeting activities and teleconferences, travel, accommodation and conference attendance. 
· Assist in the development, improvement and implementation of systems and procedures to ensure the provision of effective and efficient service to Skills Investment and stakeholders. 
· Monitor the flow of correspondence for Skills Investment using the departmental systems and processes. 
· Arrange travel, accommodation and conference attendance for officers of relevant work unit as needed. 
· Operate computer and information systems, utilizing a range of departmental software packages for the purposes of processing claims for payment, variations to contracts, document tracking, data recording and retrieval of information. 
· Liaise with departmental and divisional officers to ensure timely responses to correspondence requests in relation to the Senior Management and Ministerial correspondence. 
· Coordinate, receive and disseminate information to divisional senior officers and undertake other operational duties as requested. 

IT Administrator Duties
· Producing documentation on operational, system and user procedures & guidelines. 
· Building, configuration and troubleshooting of server and desktop hardware. 
· Providing advice on selection and purchase of IT equipment. 
· Maintaining maximum availability of supported services for users. 
· Monitoring the progress of third -party maintenance contract suppliers. 
· Responsible for disaster recovery, closing security loopholes and access levels. 
· Identify and recommending improvements for E-mail applications & Web-page development. 
· Strengthening the IT infrastructure through to implementing new technologies. 
· Responsible for hardware and software installation, maintenance and repair. 
· Performing routine audits of systems and software. 
· Provide support for data management to the M&E Team 
· Manage the IT budgets and expenditure on hardware and software. 
· To evaluate, test, advise, train and support I.T. related projects. 
· Initiate procurement of IT hardware, software and maintenance products & services. 
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Personal Details
Date of Birth
6th June 1986
Nationality
Kenyan
Visa Status
Visit  Visa
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Referees
Upon Request

