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PERSONAL DETAILS

Nationality:
 
Kenyan

Date of Birth:  

21st August 1979

License:  

U.A.E Driving license

Visa Status:  

Visit Visa

CAREER OBJECTIVE
Seeking an Administrative, HR Assistant and Customer Relation position with a company that will allow me to fully utilize my communication, organizational, and problem solving skills and require me to apply my business experience and education to assist the company in the accomplishment of its goals.
SKILLS 
	· Strong problem solving & interpersonal skills

· UAE Labour Laws experience 
· Multi-tasking, team player, go-getter attitude

	· Expertise in MS Word, Outlook, Lotus Note, 
         Power Point, MS Excel, MS Access 
· Positive attitude, Effective Communication,  

         Team Work, customer service orientation

	
	


WORK EXPERIENCE

HR Recruitment Administrator/Coordinator 
March 2014 to Dec 2015
Achievements:
· Facilitate and Coordinate Customer Service and recruitment  selection and  implement the recruiting and interviewing plan for each open position
· Review applicants’ CVs to evaluate if they meet the position requirements

· CV screening, conduct pre-screening interviews, tests and personality assessments

· Contributed towards achievement of closing the opening vacant position with the highest number of phone screens, candidate hired upto on-boarding stage by 80%. 

· Generate and maintain a direct candidate pipeline and shortlist qualified candidates
· Interview and follow-up referrals from the hiring managers
· Worked closely with the Hiring Managers in order to have the right candidates selected timely
· Work to achieve and aim to exceed agreed personal and team targets, objectives and service levels.

· Support the Learning and Development department in all the training scheduling process
· Assist in candidate sourcing from various sources such as Job Portals and other search engines 
· Develop a pipeline of qualified active and passive candidates for the upcoming opening vacancies.
Kuwait Airways - Dubai

Flight Operation Administrator/HR Officer
January 2011 to Feb 2014

Achievements:
· Support with the day to day operations of the Human Resources function
· Receive, process, and respond to daily enquiries on a wide range of services by providing timely and high quality support to internal / external clients to meet their requirement.
· Screening phone calls, enquiries and requests and handling them efficiently.
· Support customers on a wide range of generic services following established policies and procedure to ensure customer satisfaction. 

· Organizing and attending meetings and ensure all administration support is extended to all. 

· Maintain and promote professional and courteous client relations by managing prompt

communication to ensure maximization of company sales.

· Enhance Kuwait Airways revenue optimization by ensuring flight landing services/fuel usage has been tabulated and charged as per the client contract and debited to the client account.
· Day to day operations to ensure the highest standard of customer services is provided to Kuwait Airways VIP customers, other customers and staff.
· Coordinate visa processing, training’s, medicals and write official letters for Civil aviation for the license renewals
· Making and maintain flight bookings and hotel reservations for the Key customers and employees and highlight to the customers the relevant documents for their journey.

· Maintain necessary employees’ documentation in HR Database and ensure that they are up to date and renewed before expiration dates. 

City Seasons Group of Hotels – DUBAI

Human Resources Officer/Personal Assistant 

Jun 2008 - Dec 2010

Achievements:
· Ensure and oversee achievement of recruitment needs  as per the manpower plan and coordinate recruitment process till onboarding

· Manage employee requests related to HR policies and practices and assists with the handling of staff complaints and grievances
· Support the Training department and on-boarding process to ensuring smooth operation.

· Arrange LPO and booking of air tickets for all employees going on leave, business trip, new incoming employees and leavers in the coordination with the Travel Agent. 
· Review applicants’ CVs to evaluate if they meet the position requirements

· Ensure all employee data is up to date follow up on Medical Insurance, visa processing  and accommodation requirements 

· Scheduling external/internal meetings for the General Manager, taking minutes of the meeting and supporting all the Heads of Departments with Administration work.

· Drafting external and internal correspondences, promotional flyers, support Sales team in with administration work in order to maximize the hotel room sales

· Maintain key relationship with Heads of departments and Human Resources in the corporate office to ensure accurate information is maintained.
· Support the Sales Team with Administration work in order to maximize the hotel room revenue
· Manage travel arrangements and hotel reservations and transfers and manage Manager calendar. 
ACADEMIC BACKGROUND

Higher Diploma in Human Resources Management 

Kenya Institute of Management 

July 2004 –June 2005   
Main Courses: HR Management, Public Relation Management, Strategic HR Management, Practice of HR Consultancy, presentation skills and communication skills.

Advanced Certificate in Business Administration 

Kenya Institute of Management
Dec 2003 – June 2004
Main Courses: Organization Behaviour, Financial & Cost Accounting, Fundamentals of Management, Management Information Systems, Business Law.
Certificate in Business Management

Kenya Institute of Management 

June 2003 –November 2003 

Main Courses: Fundamental of Management, Principles of Accounting, Business Communication, Economics, Introduction of Law.
Certification of proficiency in Microsoft Office programs,
· Microsoft Windows. 

· Microsoft Word. 

· Information and Communication (Internet).  

· Microsoft Access, Microsoft Excel

· Outlook
· Lotus Note
INTERESTS
I believe that the challenges we face in life are what keep us going.  I take keen interest in learning these challenges and working around them.  I thoroughly enjoy travelling, reading, swimming and socializing.
REFEREES

To be provided upon your request.
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