
CURRICULUM VITAE


	

	


ARAFA
ARAFA.345136@2freemail.com  
	Personal Information

	Marital status: Married  Nationality: Tanzanian  Date of Birth:  02nd  January, 1978                

	Objective

	To develop implement and transfer skills on the maintenance of databases/documentation related to the implementation and management of the systems. Coordinate the development and implementation of the management system, document control / quality assurance and systems.

	Key Skills and Qualifications

	· Excellent English communication skills, both verbal and written
· Developing Systems
· organizing Records

· conducting Audits
· Acute proficiency with Adobe Acrobat and with all packages in the Microsoft Office environment

· Superior attention to detail
· Ability to develop and manage computer databases and interpret record and trends

· Acute proficiency in word processing, spreadsheets, databases & presentations

· Ability to relate to all levels of personnel



	WORK experience

	· 10 years in a Document Controller Officer role at Acacia Mining plc  
· High level of knowledge and experience with the development and implementation of document control, quality assurance and records management systems

· High level of knowledge and experience of electronic data management
· Assisting in the development and implementation of building an incident free safety and health culture.
· To carry out all tasks in a safe manner and challenge others to act in a safety conscious manner.
· Coordinate all activities related to the Document Control procedure, including technical documents, drawings, and commercial correspondence.

· Input document data into the standard registers ensuring that the information is accurate and up to date.

· Generate the various document control reports as required.

· Typing of site documents, and follow up of all the site needs

· Makes sure that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable

· Maintain updated records of all approved documents and drawings and their distribution clearly

· Maintain the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy traceability.

· Maintain the files and control logs as required by the project.

                                           Administrative & Financial Control Volunteer
· To oversee all administrative business functions within the OHS Department

· Assisting the OHS Department budget and forecasting processes by providing cost information.
· To minimise operating costs for the OHS Department by responsible use of purchasing requirements

· To develop and maintain records and prepare reports in accordance with relevant statutory and internal company standards

· To maintain the Safety management file system, both central and electronic, as directed by the Safety Manager


	 Education & PROFESSIONAL Qualifications

	 National Bureau of Standards, East Africa (Uganda).


                                    2010
Quality management system implementation and Auditing 

North west university (South Africa)

CEM-11.1.Management system documentation                                                                  2015
Acacia Mining plc Training           

                                                                                        
 Powerful Leadership  1-2                                                                                                                 2007
Acacia Mining Plc Training 

Fire Fighting                                                                                                                                       2006 
First Aid Level 3                                                                                                                      2008
Computer Training. University of Dar es Salaam, 

                                              1998-2000
Diploma. Computer Systems and Design and 
Certificate in Computer  Programming, 
Zanaki Government High School. Dar es Salaam, Tanzania.


                       1995-1997
grade B (plain)


	Languages

	
	· English (excellent), Kiswahili (excellent), 



	

	
	


