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PERSONAL DETAILS
Name:

    Stephen 
Age:
                35


Marital Status:  Married


Nationality:
    Kenyan

Language:
    English, Swahili (Read, Write and speak fluently) 
Visa Type:
    Visit Visa

Gender:
    Male

Availability:
    Immediately
Desired Position: Administration Officer
CAREER OBJECTIVE
To gain the requisite knowledge, skills and experience in order to offer high quality services in administration and management of organizations, contributing to the common good of the society.

PERSONAL ATTRIBUTES

· Ability to meet stringent deadlines

· Innovative, resilient and able to prioritize

· Fluent English with strong written and oral skills

· Interpersonal Skills

· Leadership skills

· Conflict Resolution skills

· A good team player

· Organizational Skills

· Professionalism

EDUCATIONAL AND PROFESSIONAL BACKGROUND
May, 2014- December, 2016:

University of Nairobi, Kenya

Master of Psychology (Industrial and Organizational Psychology).

August, 2010- November, 2012:
Tangaza College, Kenya
Diploma in Counselling Psychology, Upper Second Class
August, 2002- May, 2006: 

 Pontifical Urbaniana University, Italy
Bachelor of Arts in Philosophy, Upper Second Class

August, 2006- November, 2006:
 Cosmic Computer College, Kenya

Certificate in Microsoft office Applications
WORK EXPERIENCE
Year:


January 2015- December, 2016

Company:

University of Nairobi, Kenya
Position:

Administration Officer
Duties and Responsibilities

· Participating in employees’ recruitment and induction;
· Coordinating the office work flow;
· Supervision of staff in order to meet task completion;
· Providing administrative support and coordination of meetings, travel and hotel bookings;
· Ensuring company assets and facilities are well maintained;
· Providing prompt service to walk in customers by resolving service related enquiries and complaints;
· Carrying out staff appraisals, managing performance and maintaining discipline;
Year:


January 2012- December, 2014

Company:

Kenya Urban Roads Authority, Kenya
Position:

Senior Administrative Assistant

Duties and Responsibilities

· Maintaining of work attendance records for all employees;
· Initiating the procurement of goods and services;
· Keeping of inventory record for office equipment/furniture;
· Ensuring a safe and secure work environment;
· Compiling the budget and ensuring compliance with set budgetary allocations;
· Providing high quality service to customers;
· Maintaining appropriate interpersonal relationships with employees;
· Writing minutes, reports and letters as required from time to time;
· Servicing Company committees and board meetings;
Year:


December, 2009- December, 2011

Company:
International Livestock Research Institute, Kenya
Position:
Administrative Assistant

Duties and Responsibilities

· Handling of administrative functions to ensure the smooth running of the office;
· Maintaining personal files, joining formalities and annual leave rotas;
· Ensuring proper maintenance of office equipment;
· Overseeing filling and safe custody of official documents; 

· Handling of email and telephone correspondences;
· Implementing company policies, procedures and other organizational protocols;
· Supervision of support staff and ensuring proper business decorum;
ACHIEVEMENTS AS AN ADMINISTRATOR

· Successfully organized three (3) international scientific conferences;
· Streamlined administrative processes in order to enhance effectiveness in service delivery;
· Ensured a high degree of customer service as guided by organizational objectives;
REFERENCE: Available upon request
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