Curriculum Vitae    

	PERSONAL INFORMATION.


	· Name:
· Date of Birth:
· Nationality:
· 
	JESSICA MAUNGU
5TH October 1990
Kenyan



	SKILLS & abilities.

EY SKILLSNFORMATION
education.

professional training

work experience.

PERSONAL INTERESTs


	· Good analytical and problem solving skills

· Excellent interpersonal and communication skills

· Hardworking, reliable and flexible

· Good work ethic and able to work with no supervision

· Eager to learn and believe in giving my best at all times

· Ability to be an effective team member in a multi-cultural environment

October 2010- April 2014: University of Nairobi 

Bachelor of Arts(Public Administration, Communication and Sociology) 2nd Class Honors, Upper Division

2005- 2008: Lugulu Girls’ High School, Kenya

 Kenya Certificate of Secondary Education

2009- Brightstar College, Nairobi

Computer Operating Systems and Microsoft Office

Proficient in: Microsoft Word, Microsoft Excel, Microsoft Access, Microsoft Powerpoint, Desktop Publishing and Internet.

Mar 2015- May 2016- Kenya Medical Research Institute, Nairobi Kenya

POSITION: Administrative Assistant, Corporate Affairs Department
Responsibilities:

•Performed various secretarial/clerical duties such as documenting, photocopying, faxing, mailing, and organizing filing system.

•Answered telephones and transferred calls to appropriate staff members.

•Sorted and distributed incoming communication data, including faxes, letters and emails.

•Monitored and maintained the organization’s website.

•Interacted with organizational staff, executives, clients, vendors and visitors on a daily basis.

•Organized the scheduling of meetings, conferences, and events; distributed minutes for them.

•Coordinated agendas for meetings with visitors and clients– arranged guest and travel accommodations.

•Took care of staff office space, weekly schedules, travel reports, phones, parking, credit cards and office keys.

•Maintained the office database – retrieved and organized information for individual employees and clients.

•Created spreadsheets and presentations for corporate executives.

•Purchased office equipment and supplies – contacted vendors and subcontractors.

•Established and implemented administrative policies and procedures for the office.

•Filed and recorded corporate documentation, electronic files, inventories and reports.

May 2014- Feb 2015- Offgrid-Electric Limited, Arusha, Tanzania POSITION: Administrative Assistant, People and Culture Department
Responsibilities:

· Screening job applications and shortlisting the qualified candidates.

· Formulating of job descriptions for respective job vacancies.

· Scheduling interviews for the shortlisted applicants and making the necessary follow ups.

· Assist my supervisor in conducting interviews.

· Maintaining Human Resource documents in accordance to the organization’s policies.

· Assist in processing the employees’ leave applications.

· Managing and updating the HR coordinator’s calendar.

· Performed various clerical duties such as documenting, photocopying, mailing and organizing filing system.

· Answer telephone and transferred calls to appropriate staff members.

· Sorted and distributed incoming communication data including letters and emails.

· Interacted with organizational staff, executives, clients, vendors and visitors on a daily basis.

· Maintained the office database- retrieved and organized information for individual employees and clients.

· Created spreadsheets and presentations for corporate executives.

· Purchased office equipment and supplies, contacted vendors and subcontractors.

 2012- 2014: The International Republican Institute (IRI)

POSITION: Data Entry and Management Clerk

Responsibilities:

· Process research study and informant documents by reviewing data for deficiencies, resolving deficiencies and returning incomplete documents to the team leader for resolution.

· Enter informants’ data accordingly.

· Verify entered data by reviewing, correcting, deleting or reentering data and purging files to eliminate duplication of data.

· Secure information by completing database backups when required.

· Maintain operations by following policies and procedures and reporting needed changes.

· Reading 

· Attending events

· Travelling

· Meeting new people

· Watching football and movies
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