Benedicta 
Studying for Bachelor of Business Administration degree with University of the People  (2015- Current)
Personal Details 

Date of Birth 

:
10 February 1973
Nationality

:
Zimbabwean
Objective:
Seeking challenging career opportunity in Administration, Human Resources and Customer Services
 

Summary:
-Has worked in the administration department, human resources, customer services and charity administration  
-A hands on and methodical person with strong communication skills and ability to take independent responsibility 

-A self-starter and go-getter with a force-full personality and a definitive attitude and focus on improving systems.

Professional Work Experience
.  
Company
:
(Kabul, Afghanistan)
Position 
:
Administration Manager
Period 

:
Oct 2012  to May 2013
Position   
:
Administration Supervisor

Period      
:
Jan 2011 to September 2012
Responsibilities:
· Maintaining site human resources operation policies and procedures, in line with Company policies and procedures. Assisting in conducting investigations into employee complaints of violations of Company policy.

· Preparing  job requisitions for internal and external recruitment. Assisting in interviewing, evaluating applicants' qualifications, selecting, and hiring applicants to ensure that selected persons meet employer qualifications and to ensure compliance with the company’s Affirmative Action Plan.

· Informing applicant about job duties and responsibilities, pay and benefits, hours and working conditions, company and union policies, promotional opportunities and other related information.

· Conducting employee orientation and payroll/personnel processing, including arrangement for background investigation, drug testing and physical exams, and training/indoctrination of newly hired employees according to Company policy.

· Maintaining personnel records of employees on site.

· Coordinating employee group health, life and disability insurance benefits.

· Coordinating employee uniform orders and returns.

· Processing employee leaves of absence and keeps management informed of expected return to work dates.

· Advising  employees of employee assistance program and coordinates follow-up drug testing for employees coming out of the program.

· Responsible for workers compensation claims handling, follow-up and coordinating light duty accommodations when able to ensure employee’s expeditious return to work.

· Conducting  exit interviews and out-processing for employee terminations. Coordinating payment of any benefits due.

· Keeping records and compiling statistical reports concerning recruitment, interviews, hires, transfers, promotions, terminations, and performance reviews, using knowledge of job employment requirements, valid selection processes, and legislation concerning Equal Employment practices.

· Responsible for weekly computer input of timesheets for payroll processing . Conducting periodic timecard audits to ensure timekeeping procedures are being followed. Acting as liaison with corporate payroll department to resolve payment disputes.

· Dealing with employees in a courteous, professional and effective manner

· Enforcing all Company and Government regulations to ensure safety, security and preservation of Company-owned equipment.

· Performing other reasonably related incidental duties when directed within the job classification.

· Keeping office area clean.

Company  :
EKHAYA PETROLEUM PVT LTD (Harare, Zimbabwe)
Position       :      Office & Administration Manager
Period 
       :
November 2007 to October 2010
Responsibilities:
· Maintenance of personnel records i.e. recording of sick leave, overtime, vacation days according to personnel policies

· Managing the Managing Director’s diary
· Arranging for key business & company meetings, conferences, events, workshops
· Booking of facilities, catering arrangements, preparation of communication & meeting materials
· Booking for flights , accommodations , airport pickups
· Preparing meeting schedules & taking of meeting minutes
· Preparation & submission of office budgets for approval.

· Expenditure control by monitoring costs and analysing variances

· Following up on reports and actions to be taken, managing deadlines and  tracking progress.

· Developing & utilising filing and retrieval systemsto sort & distribute mail and ensure all oral correspondence is relayed to appropriate staff.

· Oversee procurement & daily and weekly maintenance of office machines, ensure follow through on maintenance contracts; inventory and order office materials, issuance of purchase order numbers, price negotiations, quality and delivery, approving invoices; monitor use of supplies & equipment;

· Primary liaison with landlord & other service providers e.g.  internet, phone.

· Providing supplies by identifying needs for reception, switchboard,mailroom and kitchen, establishing policies, procedures & work schedules. 

· Organising and coordinating information and requirements, planning and arranging meeting schedules and monitoring results.

· Communicating job expectations, coaching, counselling & disciplining employees; enforcing systems, policies and procedures.

· Maintenance of a safe & secure work environment, developing personal growth opportunities

· Conducting performance reviews and make personal decisions such as promotions and compensation of administrative support in accordancewith company policy.

· Managing staff scheduling to include standard work schedules, vacationrequests/approval, overtime management & approval of expense reports.

· Attending to daily payment  schedules and providing payment details to the Accountant for daily reconciliations

· Managing the customer services function with corporate clients
Company
:STANBIC BANK ZIMBABWE LTD (Harare, Zimbabwe)
Position
s
Personal Banker – Executive Suite-Minerva Branch
Team Leader -Customer Services -Borrowdale Branch
Operations Officer –Borrowdale Branch
Chief Cashier – Westgate Branch
Period

:November 1994 to March 2007
Responsibilities:
· Answering customers' questions and giving advice on available services

· Compiling information about new accounts, enter account information into computers, and file related forms or other documents.
· Referring customers to appropriate bank personnel. Interview customers to obtain information needed for opening accounts or renting safety deposit boxes. 
· Informing customers of procedures for applying for banking services, such as ATM cards, direct deposit of cheques and certificates of deposit. 
· Obtaining credit records from reporting agencies. 
· Collecting and recording customer deposits and fees, and issue receipts.
· Investigating and correct errors upon customers' request using customer and bank records. 
· Performing counter duties as required. 
· Executing transfers of funds.
· Identifying sales opportunities and proactively cross selling related service to achieve sales and referral targets
· Approving/co-approving branch transactions and documents in accordance with policies on approving authority (TTs , Bills Purchased, Payments, withdrawals, fund transfers, cheque encashments, sale and purchase of foreign currencies, acceptance of second encashed cheques)
· Monitoring the Branch’s manpower complement and ensure upkeep of its premises and assets
· Implementing  measures targeted at overhead cost reduction and waste elimination
· Promoting and sustaining accurate, responsive and timely customer service and managing customer complaints/feedback to ascertain client satisfaction levels
· Enforcing joint custodianship and dual control over cash in vaults and safes, accountable/numbered forms, items held for safekeeping/collateral, dormant accounts , and conduct random spot checking of the cash in vault
· Ensuring proper balancing of all transactions at end of each day and review/approve all periodic reports of the branch
· Attending to matters involving Internal Audit, BSP and other internal/external regulators and preparing audit reply reports in coordination with Regional Operations Officer and the Branch Head and ensure that rectification and audit findings are implemented.
· Ensuring all bank policies are followed for cash handling, operations, safety, and customer service.

· Managing tellers, including hiring, training, supervision, and evaluation.

· Strengthening existing customer relationships as well as establishing relationship with potential customers
Volunteering Experience
South Africa January  - December 2015

Position  :   Charity Officer
     

 Educational Qualifications
  
· Bachelors in Business Administration (2015 to date)
· Diploma in Humanitarian Aid and Project Management
· British Council Introductory Certificate in Safety Health & Environment
· Managing Customer Relations
· Diploma 1 – Institute of Bankers of Zimbabwe
  
Computer Literacy

· Microsoft Outlook 2010 (Level 1)

· Microsoft Excel    2007 (Level 1 & 2)

· Microsoft Power point
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