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Personal Profile: A goal oriented international professional with many years of professional development, management, and good interpersonal skills. A multicultural collaborative team player and highly adaptable. Millicent has demonstrated commitment, a drive for results, integrity as well as excellent written and oral communication skills. 
Languages spoken: English & Swahili, Rudimentary French
Competencies and Areas of Expertise

· Administration and Office Management

· Human Resource Management

· Preparation  and monitoring of work plans
· Excellent written and oral communication skills

· Report writing
Professional Training and Education
2012-2013:     


University of Cape Town
                       


Certificate in Project Administration 
2009-2011:


University of Botswana




Master of Education – Counseling and Human Services

1990-1994: 


Moi University, Eldoret, Kenya.





Bachelor of Education (Arts) – Literature and English 

Professional Experience

2015 – March 2017:       Believers Destiny Academy, Gaborone, Botswana.
                                         School Manager
· Negotiated contracts, staff salaries, suggested to the board and introduced the ‘Thirteenth check’ pay to staff in an effort to reduce employee turnover and there was a 10-20% decrease in 2015 and 2016

· Held every day briefs with department heads to ensure the smooth running of the school.

· Interviewed and contracted employees
Jan 2014 – 2015:            Symphony Health, Fairgrounds, Botswana 

     Human Resource & Wellness Coordinator 
· Conducted performance appraisals
· Orientated new staff
· Adopted and implemented wellness programs 
· Reviewed training compensation and benefits

· Communicated work place memos on policies

March – Sept 2014:
     UNICEF, Botswana – Technical Assistant
· Edited the Ministry of Education blueprint, curriculum framework and handbook on Pre- Primary Education

· Attended meetings with Ministry of Education senior officials to discuss the blue print and implementation of the early childhood programs in the country.
· Compiled and wrote donor briefs

2007 - 2008 June:        The Angolan Embassy, Botswana

                                      Consultant
· Taught English as a second language and communication skills to Portuguese speaking diplomatic staff
· Edited and proof read reports and speeches for the ambassador and minister counsellor
1995 - 2013:       
   Al-Nur Muslim School & others




   Class teacher

· Prepared and presented course material, monitored and evaluated students’ progress.
· Wrote reports and communicated with parents and the administration on the learning progress.
Mentorship & Community work:_________________________________________ 

· Volunteered at the Kagisano Women’s shelter for GBV victims in areas of counselling, fundraising and administration

· ‘Friends for Life’ member- a group of ladies in Gaborone, Botswana which sponsors needy children around the country through fundraising and donations.

Other Training

· IELTS – Academic Band 7.5

· Computer literacy- Competent in Microsoft Office applications & Ms Project
· Basic First Aid training (MRI)

Seminars and Workshops
· Guest Speaker - Becoming a Global Citizen: Diversity and Inclusion – Western Michigan University - College of Health and Human Services. (February 6 2014)
· Presented in seminars and workshops at the University of Botswana on Burnout and coping strategies, Personal growth, Group Dynamics, Stress Management (2009-2011)
Referees

Available on request.                                                 
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