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MAINA 
PROFILE 


A professional with excellent communication and analytical skills gained from a back ground  of Administration .I have excellent people Management  skills .I have a strong working knowledge of computer application programs. I am a responsible team player who is intellectually curious. My career objective is to use my skills with utmost integrity in a dynamic and Challenging environment; making conscious efforts to promote growth, productivity and better livelihoods in society.

Education

Catholic University of Eastern Africa

(May2013-august 2014) Bachelor of Art in Development studies

Marist international university college

(May2012- April 2013)  Advanced Diploma in Social work &Development

Marist international university college

(July 2010- August 2012)  Diploma in social work and development 
Marist international university college

(May 2010 - July 2010)  Pre University (certificate) certificate grade B

Professional Experience

Libra Training and Consulting

 Area assigned Administrator (August 2014-April 2015)
Key Responsibility

· Creating Awareness of the training programs offered at Libra
· Service sells
· Training Coordination of in-house and regular Programs

· Training needs assessment

· Designing training curriculums & strategies

· Monitoring and evaluation of programs/projects

· Planning-training calendars, training matrices, schedule tasks, budgets, deadline and milestone

COGRI Lea Toto program
Area assigned: social worker (January 2013 – April 2013)

· Duties & Responsibilities 
· Maintaining of drugs records

· Issuing of drugs

· Ordering for drugs  

· Home visit

· Maintain office filling systems
· Handle customers queries

· Interact with visiting vendors

· Provide ongoing customer service support

· Receive and process deliveries

· Draft correspondence

· Generate reports and other documents

· Maintain front desk procedures including contact information, directions and frequently requested company information
Nairobi training center

Area assigned 
 social work (3st January 2012 up to April 28)

Duties & Responsibilities
· Office duties

·  Counseling of clients

· Maintaining of clients records

· Interviewing clients

· Career guidance

· Home visits

· Out reach

Professional Qualifications

	Course


	Course Facilitator


	Award

	Managing for Results
	Libra Training and Consulting
	Certificate

	Knowledge Management
	Libra Training and Consulting
	Certificate

	Peer Educator &Counseling Training
	Psychological Health Services
	Certificate

	Alcohol and Drug abuse Employee assistance Programs (EAPS)
	Libra Training and Consulting
	Certificate

	Young entrepreneur mentoring –skill development
	Kenya Youth Business Trust
	Certificate

	Fundamentals of the combination Prevention Approach in Workplace HIV/AIDS Management
	Libra Training and Consulting
	Certificate

	Disaster Response Management  and First Aid Skills
	Kenya  Red Cross
	Certificate
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