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CAREER OBJECTIVE
· To be a team player in a dynamic organization in order to develop my career in administration and management for growth.

PERSONAL PROFILE

· Experienced and innovative Personal Assistant with customer service and business administration skills.
· High personal integrity and able to relate to and create trust in all.

· Dependable and reliable in supporting and enabling team effort to produce long-term sustainable development.

· Excellent inter-personal and communication skills.

· Sound planning and organization capabilities.

PROFESSIONAL EXPERIENCE
Currently:
Amref Health Africa
Title:  Training Administrator 
Responsibilities:

· General office administration
· Compiling and typing of documents and reports
· Handling of telephone enquiries
· Scheduling and preparation of internal and external meetings, seminars and workshops
· Preparation of Adverts in local as well as Regional Newspapers

· Travel arrangement for staff members
· Maintaining of  records both in electronic and hard copies

· Maintaining of the office calendar of events
· Maintaining supply of the office stationery and other requirements
May 2007 to 
AGA KHAN UNIVERSITY HOSPITAL

June 2009
Title:  Administrative Assistant
Responsibilities:

· Managing the MMD, Engineering, Facilities and Projects Director diary and office.

· Liaise with external suppliers where necessary, e.g. follow-up on services to be provided.
· Prepare, schedule and monitor all appointments for the Director with internal staff and external suppliers.

· Perform standard secretarial tasks, e.g. filing, Photocopying, sending faxes, note-taking, intra-departmental communication and handling of routine correspondences.

· Assist in organization and monitoring of all records related to Engineering and Dispatch Departments e.g., MRV records, taxi usage summaries, etc.  

· Prepare weekly and monthly reports on departmental summaries and service usage. 

· Perform an organizational and support role during seminars, presentations, and other public functions.

· Assist in promoting Departmental Image and Philosophies within the organization and externally.  

· Attend and participate in Departmental Meetings; prepare and distribute minutes of the meetings and follow up on action items.

· Perform any other duties as may be assigned from time to time.

May – October 2005:
CATHOLIC DIOCESE OF ELDORET

Title:
Personal Assistant

Responsibilities:

· Managing the principal’s diary

· Drafting and typing of documents

· Filing of documents

· Handling of e-mails and internet

· Handling of fax messages

· Organizing for internal and external meetings

· Handling of telephone calls and visitors to the Principal’s office

· Handling of incoming and outgoing mails

July 2003 – April 2005:
ROBERTS INSURANCE BROKERS

Title:  Administrative Assistant
Responsibilities:
· Managing pensions records

· Drafting and typing of documents

· Liaising with Insurers and Fund Managers

· Calculation and processing of pension withdrawals

· Attending to client enquiries

· In charge of office petty cash

· Organizing for meetings, seminars and presentations to the clients

April 2000 – June 2003:
 EDON CONSULTANTS INTERNATIONAL

Title:  Personal Assistant
Responsibilities:
· Managing the Chief Architect’s diary

· Typing of project reports and correspondence

· Liaising with project consultants

· Attending to clients’ enquiries

· Organizing for internal and external site meetings

· In charge of office petty cash

· Making travel arrangements for the Chief Architect

PROFESSIONAL QUALIFICATIONS
January 2014    MOUNT KENYA UNIVERSITY 

December 2016
Bachelor’s Degree in Management and Office Administration
 
May 2012 -
INOORERO UNIVERSITY (Parklands)

May 2013
Higher Diploma in Business and Office Management (Passed with a Distinction)
1998 – 2000:
STRATHMORE COLLEGE (Incorporating Kianda College)



School of Administration and Management

Administration and Management Course



And full Secretarial Training


SUBJECTS STUDIED
· English for Business Communications

· Business Commerce

· Office Practice

· Personnel Management
· Office Management

· Typing

· Shorthand
· Book Keeping and Business Accounting
COPUTER LITERACY

· Windows 2007 and XP

· Ms. Word

· Ms. Excel

· Ms. PowerPoint

· Ms. Access

· E-mail and Internet
INTERESTS

· Reading
· Assisting the Needy (Especially Orphans)
· Meeting people and socializing

