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Mwnaisha
Mwnaisha.360963@2freemail.com 
PERSONAL PROFILE
My willingness to learn, being flexible and not worry about the position, will fit me quickly into the new organization and facing new challenges is my strength and assets. I am optimistic that I can do the same in any employment.
SKILLS
SOFT SKILLS
· Team Work and Collaboration, Communication, Analytical, Time Management, Customer Relationship
· Leadership and Governance, Problem Solving, Intellectual, 
· Critical thinking, Attention to Detail, Presentation, Independently
· Ability to prioritize work under pressure and meet deadlines.

· Ability to work in a team and interpersonal relations.

· Ability to work in a team and interpersonal relations.

· Ability to work in dynamic situations.

· Fluent in English and Swahili languages

· Willingness to learn from others and perform various duties in different fields.

· Computer skills

TECHNICAL SKILLS
· Ms. Office
· Business Development, Sales and Marketing
· Planning, Analysis, Organizing, Reporting and Multi-task Oriented
PROFESSIONAL & ACADEMIC CREDENTIALS
· Diploma in Travel, Tourism & Hospitality Management | Nairobi, Kenya/2009
· Star of the Sea High School | Mombasa, Kenya/2006

DOCWIDE BUSINESS CENTRE KENYA LIMITED.

Branch Manager








OCT 2016 – To Date
 Key Responsibilities & Achievements:
· In charge of managing the business.
· Maintain daily, weekly and monthly report in professional manner
· Making decisions on behalf of the director, coming up with sales and promotional ideas.
· Following up on corporate payments
· In charge of director’s schedule.
· Monthly requisitions for daily operations.
· Overall supervisory and offering helping hand where necessary.
· Attend meetings on behalf of the director.
· Making decisions on behalf of the director, coming up with sales and promotional ideas.
· Offering customer care assistance to clients.
· In charge of access control system. 

BORDERLESS TRACKING LIMITED
Head of Administration/HR                                                                                         NOV 2014– JULY 2016
Key Responsibilities & Achievements:
· Maintain the work structure by updating job requirements and job descriptions for all positions.

· Prepare employees for assignments by establishing and conducting orientation and training programs.

· Maintain a pay plan by conducting periodic pay surveys; scheduling and conducting job evaluations; preparing pay budgets; monitoring and scheduling individual pay actions; recommending, planning, and implementing pay structure revisions.

· Ensures planning, monitoring, and appraisal of employee work results by training managers to coach and discipline employees; scheduling management conferences with employees; hearing and resolving employee grievances; counseling employees and supervisors.

· Maintain employee benefits programs and informs employees of benefits by studying and assessing benefit needs and trends; recommending benefit programs to management; directing the processing of benefit claims; obtaining and evaluating benefit contract bids; awarding benefit contracts; designing and conducting educational programs on benefit programs.

· Maintain management guidelines by preparing, updating, and recommending human resource policies and procedures.

· Maintain historical human resource records by designing a filing and retrieval system; keeping past and current records.

· Maintain professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.

· Complete human resource operational requirements by scheduling and assigning employees; following up on work results.

· Maintain human resource staff by recruiting, selecting, orienting, and training employees.

· Maintain human resource staff job results by counseling and disciplining employees; planning, monitoring, and appraising job results.

· Contributes to team effort by accomplishing related results as needed.

· In charge of office maintenance and smooth operation.

· Provides supplies by identifying needs for reception, switchboard, mailroom, and kitchen; establishing policies, procedures, and work schedules.

· Provides communication systems by identifying needs; evaluating options; maintaining equipment; approving invoices.

· Purchases printed materials and forms by obtaining requirements; negotiating price, quality, and delivery; approving invoices.

· Completes special projects by organizing and coordinating information and requirements; planning, arranging, and meeting schedules; monitoring results.

· Provides historical reference by developing and utilizing filing and retrieval systems.

· Improves program and service quality by devising new applications; updating procedures; evaluating system results with users.

· Achieves financial objectives by anticipating requirements; submitting information for budget preparation; scheduling expenditures; monitoring costs; analyzing variances.

· Maintains continuity among corporate, division, and local work teams by documenting and communicating actions, irregularities, and continuing needs.


MEMBER OF PARLIAMENT – HON. NAJIB BALALA
Personal Secretary
OCT 2012 – JAN 2013
Key Responsibilities & Achievements:
· Screening phone calls, enquiries and requests, and handling them when appropriate

· Meeting and greeting visitors at all levels of seniority

· Organizing and maintaining diaries and making appointments

· Dealing with incoming email and post, often corresponding on behalf of the manager

· Taking dictation and minutes

· Carrying out background research and presenting findings

· Organizing and attending meetings and ensuring the manager is well prepared for meetings

· Liaising with clients, suppliers and other staff.

· Responsibility for accounts and budgets

· Being involved in decision-making processes.


MVITA CONSTITUENCY OFFICE
Office Coordinator
JAN  2012– SEPT 20127
Key Responsibilities & Achievements:
· Responsible on a daily basis in ensuring the smooth operation of the office and administrative functions, as well as providing administrative support to the Executive Director. 

· Present a professional, welcoming first contact to all clients, board members, staff, media, by phone, in person, and email. 

· Responsible for keeping office equipment maintained

· Responsible for organizational functions and general meeting support: including arranging, follow up calls, 

· Maintaining office space schedules, securing food and supplies, copying.

· Responsible for incoming and outgoing mail.

· Responsible for maintenance of common spaces for appearance and functionality.

· Responsible for managing supplies and maintenance of storage areas.

· Track and help manage calendar, assist with meeting set up, and other duties as assigned 

· Assist with Board communications mailings, meeting support, catering

· Organizing of even
EXTRA CURRICULUM ACTIVITIES:

Perfect Administrative and PA Training acquired skills in:



April 2017 – 28th April 2017
· Ways of accomplishing tasks in time

· Effective minutes writing

· Understanding and dealing with different personalities.

· How to handle rude clients

· How to effectively start the day

· How to effectively manage my day at work.

· Ways of improving performance at work.

· Dressing up at work.

· How to manage CEO's diary.

· Importance of continuous feedback to the CEO.

· Having of AMs and PMs meeting with the CEO whenever possible

· Communication skills.

· Flow of communication in an organization.

· Project handling.

· CV writing, the does and don'ts.

Mvita Constituency Office – Attaché





           July – September2010

Duties

· Filing

· Data entry

· Customer service

· Issuing and receiving of bursary forms from applicants.

· Keeping record of the number of applicants and beneficiaries

· Making calls to the beneficiaries on the collection of cheques.
Tunajibu Medical Camp (Mvita Constituency)





23rd – 2th July2011 

Duties

· Overall supervisor at the Medical Camp

· Keeping  records of the medicines and ordering more

· Ensuring smooth operation overall

· Preparing attendance list of staff

· Monitoring of patients records

· Keeping an account of patients treated in a day

· Preparation of payment lists

· Paying of all the volunteering staffs

· Management of food supply to all the volunteers

· Managing of supplies

· Carrying out all the paper work 

· Centre of communication for all departments.

· Managing of calls and referrals

· Preparing a final report after the medical camp.
Nairobi Hospital Charitable Cancer Walk





November 2011
Activites

· Participated in the cancer walk 

· Giving of First Aid.
Tunajibu Campaign







January – March 2013
Participated in the Mombasa County Election Campaign.

Duties

· Setting up of political structures

· Campaign calendar maintenance

· Organizing of campaign events

· Strategizing on ways to reach the people

· Assisted in the receiving and tallying of results

· Acted as a center of communication for all agents in the polling stations
