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Summary 


· Profile: 


Female, Single, DOB: June 23, 1986
· Nationality:


Kenyan
· Current Location: 

Homa-Bay, Kenya
· Occupation: 


Graduate Teacher

· Current Position: 
            Classroom Teacher
· Company:


Bondo Mixed Secondary School
· Certification: 


Teachers Service Commission, Kenya

Certificate of Registration, TSC No: 582654/Y 
· Availability:


Immediate, Willing to relocate
Career Objective 


I am an organized, detail-oriented, and conscientious self-starter, able to strategize and prioritize effectively to accomplish multiple tasks in fast-paced multitasking environments and maintain a positive attitude and strong work ethic. My goal is to secure a challenging position in Teaching/Training/Management in a challenging and multicultural environment that strives for organizational and personal development.
Work Experience 


Oct 2015 – Present:
Bondo Mixed Secondary School 



       Homa-Bay, Kenya
Teacher: Mathematics & Business Studies

This is a high school active in providing education to children aged 15-18 (Grades 9 to12).

Responsibilities:

· Planning and administering classroom lessons for both subjects.

· Preparing, administering, and grading examinations.

· Assessing, recording and reporting on students’ development, progress and attainment.

· Participating in extracurricular activities; guidance and counseling

· Undertaking other duties as may be assigned by the Principal.

Achievements:

· Track record for meeting timelines and expectations. 

· Established good rapport and working relationships with parents, teachers and pupils.

· Offered plans for enhancement in which students are encouraged to be engaged in the learning process.

· Utilized modern teaching/learning materials, resources and technology methods such as team learning to support and improve the instructional environment.
Sept 2014 – Sept 2015: COFA Institute of Technology




Nairobi, Kenya




    Head of Department: Business Studies 
This is a college active in providing post-secondary vocational courses to persons aged above 18.

Responsibilities:

· Plan departmental/functional training budgets, forecast costs and delegate numbers as required by organizational planning and budgeting systems. 

· Produce departmental strategies and plans to meet training and development needs, and manage training delivery, measurement and follow-up as necessary. 

· Design training courses and programmes necessary to meet training needs, or manage this activity via external provider(s). 

· Identify, select and manage external training and accreditation bodies, agencies and providers necessary to deliver required training to appropriate standards. 

· Plan and deliver training courses personally where necessary to augment that provided externally or internally by others. 

· Research and investigate information to enable strategic decision-making by others.

· Recruit, manage and develop direct-reporting staff in liaison with the college’s management.  

· Ensure all training activities and materials meet with relevant organizational and statutory policies, including health and safety, employment and equality laws. 

· Monitor and report on activities, costs, performance etc., as required. 

· Undertaking other duties as may be assigned by the Principal.

Other positions held within COFA Institute of Technology
Trainer:

· Planning and administering lecture lessons for course subjects.

· Registering and supervising the attendance of students during lecture sessions.

· Preparing, administering, and grading continuous assessment tests and end of term examinations.

· Assessing, recording and reporting on students’ development, progress and attainment.

· Providing guidance and advice to students on educational and social matters. 

· Participating in meetings arranged at the college which relate to the college’s curriculum, administration or organization.

· Maintaining good order and discipline among students in accordance with the college policies.

Secretary to the Board of Management: (Sept 2014 – Feb 2015)

· Avail any reports or information requested at the last meeting.

· Read the minutes of the previous meeting, and if they are approved, obtain the Principal's signature on them.

· Report on action or matters arising from the previous minutes. Record any important correspondence that has been received from members.

· Record minutes during meetings:  recording the key points and making sure that all decisions and proposals are recorded, as well as the name of the person or group responsible for carrying them out. 

· Follow-up any instructions from the meeting: send a reminder notice of each decision requiring action to the relevant person. 

· Promptly email all minutes as decided by the Management.

Achievements:

· Track record for meeting timelines and expectations. 

· Established good rapport and working relationships with customers/clients.

· Developed staff and client service resources, which were implemented fully and/or with amendments and currently in use.

· Developed new financial quality standards for better quality performance and reliability.

· Improved support service level by providing required materials/resources to the receptionist.

· Offered plans for enhancement in which students are encouraged to be engaged in the learning process.

· Utilized variety of modern teaching/learning materials, resources and technology methods such as Internet-research and team learning to support and improve the instructional environment.
Feb 2014 – Aug 2014: Nginda Mixed Secondary School 


   
         Maragua, Kenya

  Teacher: Mathematics & Business Studies
This is a high school active in providing education to children aged 15-18 (Grades 9 to 12).
Responsibilities:

· Planning and administering classroom lessons for both subjects.

· Preparing, administering, and grading examinations.

· Assessing, recording and reporting on students’ development, progress and attainment.
· Participating in extracurricular activities; guidance and counseling
· Undertaking other duties as may be assigned by the Principal.

Achievements:
· Track record for meeting timelines and expectations. 

· Established good rapport and working relationships with parents, teachers and pupils.

· Improved support service level by providing required materials/resources.

· Offered plans for enhancement in which students are encouraged to be engaged in the learning process.

· Utilized modern teaching/learning materials, resources and technology methods such as team learning and modern office equipment to support and improve the instructional environment.

Feb 2013 – Jan 2014: Kilimanjaro Premier High School 



              Taveta, Kenya

 Teacher: Mathematics & Business Studies

This is a high school active in providing education to children aged 15-18 (Grades 9 to 12). 

Responsibilities:

· Planning and administering classroom lessons and examination for both subjects.

· Assessing, recording and reporting on students’ development, progress and attainment.
· Maintaining good order and discipline among students in accordance with the school policies.

· Registering and supervising the attendance of students during school sessions.
· Undertaking other duties as may be assigned by the School Management.

Achievements:
· Track record for meeting timelines and expectations. 

· Established good rapport and working relationships with all stakeholders.

· Utilized modern teaching/learning materials, resources and technology methods such as team learning and modern office equipment to support and improve the instructional environment.
· Improved support service level by providing required materials/resources.

· Offered plans for enhancement in which students are encouraged to be engaged in the learning and decision making processes.

May 2011 – Jul 2011: Olare Mixed Secondary School 


      
      Homa-Bay, Kenya

 Intern Teacher: Mathematics & Business Studies 
This is a high school active in providing education to children aged 15-18 (Grades 9 to 12). 

Responsibilities:

· Planning and administering classroom lessons for both subjects.

· Preparing, administering, and grading continuous assessment tests and end of term examinations.

· Assessing, recording and reporting on students’ development, progress and attainment.

· Participating in meetings arranged at the school which relate to the school curriculum, administration or organization.

· Registering and supervising the attendance of students during school sessions.

· Participating in administrative and clerical duties as may be assigned by the school principal such as undertaking a one-week duty roll on set dates, typing and assisting the school’s Boarding Mistress manage boarding students in school.

Jan 2006 – Mar 2006: Homa-Bay District Hospital 



      Homa-Bay, Kenya

  Intern Pharmaceutical Assistant

This is a government district hospital active in providing healthcare services to patients from all over Homa-Bay County.
Responsibilities:

· Receive written prescription or refill requests and verify that information is complete and accurate.

· Dispensing drugs.

· Prepare medications under the direction of the pharmacist or pharmaceutical technologist. 

· Measure, mix, count out, label, and record amounts and dosages of medications.

· Maintain proper storage conditions for drugs.

· Maintain cleanliness of equipment and work areas.

· Order and count stock of medications, chemicals and supplies and enter inventory data into the specific-drug books.

· Pre-packing drugs.

· Answer telephones, responding to questions or requests.

· Fill bottles with prescribed medications, type and affix labels.

· Assist customers by answering simple questions, locating items or referring them to the pharmacist for further medication information.

· Price and file prescriptions that have been filled.

· Receive and store incoming supplies, verify quantities against the order form, and inform the pharmaceutical technologist of stock needs and shortages.
Education

Sept 2007 – Dec 2012 
Kenyatta University 





   Nairobi, Kenya

Education, Bachelor (B.Ed.), Second Class Honours-Lower Division  
Subjects: Business Studies & Mathematics
Jan 2005 – Nov 2006 

Mombasa Polytechnic 




Mombasa, Kenya

(Currently The Technical University of Mombasa)
Pharmacy, Certificate, Credit
Other Certificates


Jan 2009 – Dec 2009

Japanese Language Proficiency

  The Japan Foundation, Nairobi
Sept 2006 – Nov 2006
HIV/AIDS Care & Counseling
    Love to Live Organization, Mombasa
IT Skills
Windows & Office Tools

· MS  Word, PowerPoint
Advanced
· MS Excel, Access

Intermediate 
Languages 


· Luo 

Native 
· English 
Fluent  
· Swahili 
Fluent 
· Japanese 
Beginner 

Key Strengths & Skills

· Ability to achieve strong grasp of operations of various departments within the organization in a short time

· Sound ability to handle multiple tasks, set priorities and meet deadlines

· Outstanding organizational and detail-oriented skills

· Initiative, self-driven and high level of integrity and work ethics

· Possess excellent written and verbal communication skills

· Ability to maintain good relationship with stakeholders and/or clientele
Interests & Hobbies 


· Leadership

· Community involvement/Volunteering

· Academic enrichment

· Extracurricular activities

· Research
References
Please feel free to contact the under mentioned in regard to my competence, work ethic and performance.
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