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CURRICULUM VITAE

NAME: 


JAMES 
NATIONALITY:

KENYAN






DATE OF BIRTH:
             26th March 1988



MARITAL STATUS:

MARRIED 

CAREER OBJECTIVE: 
To contribute outstanding professional skills and a strong commitment in achieving company’s goals. To exploit full potential in me, granted through experience and knowledge acquired. To work in a dynamic and a challenging environment in order to trigger growth and achieve the desired goals.

STRENGTHS: 
Quick to learn, Hard Working, Flexible, Work under pressure, Creative and Imaginative 
PROFESSIONAL QUALIFICATION
· Computer literate

· Electrical engineering

· Sound management  
· Logistic management  

· Sales Man

· Fire fighting

· Fast Aid
· Leadership training

· Manage and animate a team
· Disaster management

· General hygiene

· Public relation

WORK EXPERIENCE

March 2013 – Date
: 
GROUP LLC
Accommodation Supervisor/Camp Boss
Duties and responsibilities
• Inspection of accommodation facilities.
• Ensure health and safety is maintained in accommodation.
• Arrange and maintain Welfare activities of staff.
• Camp Administration and maintenance.
• Ensure Dubai municipality rules and regulations are adhered too.
• Supervise maintenance work within Accommodation.
• Supervision for Housekeeping staff.
• Write management reports – staff induction.
• Co-ordination with Administration department for new arrivals/departures. 
• Accounting for petty cash and reconciliation.
• Other duties as assigned by management.
Areas of expertise:
• Asset management: Property maintenance through the Cafm system, ensure clean and well maintained facilities.
• Occupancy level: ensure optimum levels as required by relevant government bodies and as per company instructions.
• Policies and procedures: implement and explain company procedures to employees and customers and give feedback on the same. 
• Communication and customer services: assist, pass information to staff, head office and customers regarding services offered.
• Allocations: bed space and closure of shifting notices.
• Team Management: Overseeing housekeeping staff and technicians within accommodations while performing their tasks.
• Health and safety: Training, Inspection, audit, and assist in complying with all safety and health regulations and company’s policy into the accommodations. Investigation of all Accidents / Near misses / Releases / Spills / Fires to find the root causes, recommends corrective actions.
•Soft services- overseeing housekeeping staff, conducting tool box talks, assigning locations and store issuance forms.
•Administration work – manages the accommodation office and coordinators, liaise with senior management, Transport department, customers and acting as link to head office. 
• Other duties as assigned by management.
EAST AFRICAN CABLES 
Feb 2011 – Nov 2012 (1year 9months)  
Warehouse logistics coordinator 
 Duties and responsibilities

· Processing orders 
· Organizing the dispatch of goods 

· Ensuring goods are stored safely

· Keeping staffs fully trained in using the proper gears at work site(PPE)

· Maintaining health and safety standards

· Keeping accurate records

· Managing timesheets
EDUCATIONAL BACKGROUND

2008 – 2010


: KENYA CHRISTIAN INDUSTRIAL TRAINING

   INSTITUTE

Diploma in electrical engineering.

2003 – 2006


: TWI-LIGHT HIGH SCHOOL

 
Kenya Certificate of Secondary Education

1995 – 2002


: THAWABU PRIMARY SCHOOL 






Kenya Certificate of Primary Education

INTERESTS AND ACTIVITIES

Community work, writing, listening to music, socializing, cooking, reading
REFERENCE
Available upon request
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