Thomas     Thomas.371240@2freemail.com 
	1.0 Personal Details 

· Nationality: Kenya

· Languages: English, Swahili

· 
	


Summary/Profile
Teacher, Lecturer, and Trainer: With over 15 years of hands-on experience as a teacher, lecturer, trainer and manager in various institutions of learning, commercial and non governmental agencies. As teacher, I have mentored students to make correct career choices and the right attitude to move to the next level of their education. This level also gave me crucial experience and competence of managing an educational institution with all its various complications. At the tertiary level, I have lectured in business related subjects such as hotel management, organization behavior, business research methods, strategic management and human resources management. This has given me experience in the use of different methodologies of experiential learning for my students. An important skill acquired later as a trainer in MS TCDC and Universities was mentoring and coaching different categories of young managers to acquire leadership skills. I also have hands on experience in managing the staff training and development function. This is coupled with experience in planning and implementation of projects and programs relating to women and youth empowerment. I have experience working in all the several African Africa partner states. 
Key (professional) skills

· Excellence in producing good grades in secondary school students (teaching)
· Administrating for excellent results at secondary school level 
· Coaching and mentorship as a key driver of staff development 

· Education project leadership, management as a tactical and strategic driver.
· Producing excellent results at college level in the following subjects: human resources management, strategic management, research methods and governance. 
· Education stakeholder engagement and relationship management.
· Human capital management and performance improvement.

· Training needs analysis and assessment, design and development of training modules
· Development of capacity-building measurement tools and strategies
· Developing training plans and monitoring and reporting on plan implementation;

· Monitoring and reviewing the impact of capacity-building support
Career History/Employment Record
January 2016 to present: Education and Programme Consultant 

Currently undertaking the following on a part time basis (concurrently)

a) 
Lecturer at Jomo Kenyatta University of Agriculture and Technology (JKUAT) Westland’s Campus: 
Responsibilities include:
· Teaching through various methods organization behavior and human resources management 
· Exam supervision and marking of scripts of the masters class.
· Help students conceptualize and analyze different aspects of strategic leadership human resources management and organization behavior. 
· Help students to understand qualitative and quantitative research methods
· Coaching students on research proposal design, project research and presentation skills.
Achievements
· Managed to supervise a total of 5 students successfully through their masters class
· Imparting analytical skills on organization behavior, human resources and strategic leadership through a participatory process of teaching as demonstrated in exams and general student feedback.
· Imparting qualitative and quantitative research methods

· Have participated in marketing of our programs through different educational fairs 
· Due to the positive feedback from the students, more students have been attracted to the course hence improving the ratings of the University.

b) 
Training programme consultant for Kenya Evangelical Lutheran Church Programme Department:
Responsibilities include:
· Undertaking needs assessment of the project participants in terms of capacity through evaluations 

· Working in close collaboration with Project coordinator and other stakeholders in various parts of the country especially the religious, youth, women and security leaders

· Preparing budgets and training programs for approval by the head office

· Preparing training manuals and materials and delivering training sessions 

· Actual training of stakeholders in various parts of the country

· Preparing final reports for management at the head office and donors.

August 2012 to October 2015 – Regional Training and Development Advisor, MS Training Centre for Development Cooperation (MS TCDC), Arusha, Tanzania.

Main responsibilities

· Underatking training needs assessements and designing course content as per need of clients
· Developing training manuals and materials as per standards
· Preparing annual training plan and budget and securing necessary approvals
· Supervise student projects development and presentations for academic programs

· Managing the online tution of Action Aid International employees on various subjects such as (Goverance and Accountability, Leadership and project management)
· Cordinating the training of University of Minnesota students and field study for the 14 weeks visit to our center
· Marketing of courses to potential clients through the marketing committee
· Delivering various courses such as: Organization behavior; Strategic managemet, human resources management; social entrepreneurship, Organization development and Governace
· Writing proposals as part of fund raising 
· Cordinating trainings programs being undertaken internally and externally by the organization.

· Organizing field trips for practical aspects of both academic and short courses (with various friendly organizations)
· Undertaking traiing of trainers program for new associates and coordinating them
· conducting evaluation of the training programmes and preparing training evaluation reports
· Participating in the exam setting, moderation, supervision and marking of scripts of bachelor degree students
· Undertaking student career guidance and counselling for certficate and diploma students

· Undertaking mentoring and coaching processes for some of our clients under  Special projects.
· Undertaking market research through tracer studies for improvement of courses and for competitive advantage.

Achievements
· Was able to develop content and training manuals for social entrepreneurship, strategic management, coaching and mentoring, people management, performance management, organization development  senior management leadership; middle management leadership and value based leadership.
· Managed to increase uptake of e-learning as a training methodology of over 100 employees of Action Aid Federation through online coaching.
· Use of on line training as a cost effective method of training a diverse group of employees who are geographically scattered.
· We managed to enhance the leadership and management capacity of employees in the private, public and civil society sectors over a period of 4 years.
· This enabled the organization to attract more clients from the private, public and civil society and public service sectors hence meeting its  to funding objectives and targets.
· Undertook capacity building workshops in various countries in Africa such as Somaliland, Uganda, Rwanda, Burundi, Zimbabwe, Kenya and Tanzania.
January 2011 to August 2012: – Part Time Lecturer: Moi University (Nairobi Campus)

Main responsibilities

· Teaching, exam supervision, marking of scripts in strategic human resources management and human resource management.
· Help students to understand qualitative and quantitative research methods.
· Coaching students on research proposal design, project research and presentation skills.
Achievements 

· Supervised student projects proposal and research and presentations
· Students were equipped with skills of managing human capital in their organizations appropriately through practical sessions in various organizations.
· Positive feedback from the students increased the profile of the course hence adding more students to the enrollment roster.
Concurrently – Research Associate with Private Public Development Consultants (PPD) – 2011 to 2012
· Participating in a process that aims at developing and delivering systems that enhance performance results of organizations such as such as:

· Undertake customer satisfaction surveys, staff satisfaction surveys and organization performance surveys.

· Preparing project proposals for different clients.

· Participated in Strategic Planning process for the following clients:
· Undertaking monitoring and evaluation of projects  

· Undertaking evidence based research for decision making (policy formulation) especially under the SME programme

January 2010 to December 2010:  Training & Development Manager – DTB Bank.

Main responsibilities

· Assess relevant training needs for staff individuals and organization, in consultation with departmental heads, including assessment methods and measurement systems entailed
· Design and continue to improve training courses and programs necessary to meet training needs, or manage this activity via external provider(s).
· Plan departmental/functional training budgets, forecast costs and delegate numbers as required by organizational planning and budgeting systems.

· Implement the organizational in house strategy and plans to meet management based training and development needs, and manage training delivery, measurement and follow up as necessary

· Plan departmental/functional training budgets, forecast costs and delegate numbers as required by organizational planning and budgeting systems.

· Design and continue to improve training courses and programs necessary to meet training needs, or manage this activity via external provider(s).

· Ensure training activities meet with and integrate with organizational requirements for quality management, health and safety, legal stipulations, environmental policies and general duty of care

· Assess relevant training needs for staff individuals and organization, in consultation with departmental heads, including assessment methods and measurement systems entailed

· To under take training needs analysis; prepare the annual training plan and monitoring staff development activities 
· Developing and delivering training programmes for staff in the organization such as: organization development; change management, front office management, customer service, back office operations, and microfinance group management.
· Creating a pool of internal trainers and change champions through training of trainers

· Sourcing for and coordinating external trainers and consultants
· Managing performance appraisal and reward function.
Achievement

· Organizing and coordinating training activities among all braches of the bank in East Africa. 
· Undertook performance appraisals and training needs analysis for about 700 employees
· Delivering trainings on change and customer service care among middle level managers hence increasing customer service delivery by 30% over a period of six months. 

August 2008 to December 2009: - Training and Talent Development Assistant Manager –  K-Rep Bank.

Main responsibilities
· Undertake Training needs analysis and prepare the annual training budget and plan 
· Ensure training activities meet with and integrate with organizational requirements for quality management, health and safety, legal stipulations, environmental policies and general duty of care

· Ensure all trainings scheduled are on-going and all logistical planning done to ensure efficiency and effective delivery of trainings; 
· Sourcing for and coordinating external trainers and consultants

· Ensuring training evaluations are conducted, manage internal trainers and ensure proper training of trainers.
· Creating an internal library as part of internal knowledge management.
Achievement

· Prepared yearly training needs analysis and course schedules for employees

· Trained various cadres of employees on customer service, people management and change management.

· Customer complaints decreased by 40% over a period of one year.
· Managed to prepare and coordinate training programmes of 600 employees

· Created a more satisfied internal client base
February 2006 – November 2007 - Trainer – Business Development Unit - Kenya Utalii College (For Tourism and Hospitality management)
Main responsibilities
· Developing training modules for short - term courses of employees of the hospitality industry. These are: supervisory management; fundamentals of sales and marketing in the service industry; essential skills of managers customer care; teambuilding; motivation; leadership; conflict resolution; management of change; time management and communication.
· Help students to understand qualitative and quantitative research methods.
· Coaching students on research proposal design, project research and presentation skills
Achievements

· Managed to teach and mark exam scripts of about 30 students
· Participatory training produced well equipped hospitality employees in terms of customer service and human capital management.
September 2000 – January 2006 - Lecturer: DIMA College - Business Administration Department

Main responsibilities

· Developing training materials and delivering the following units at diploma level:  Principles of Management, Business Research Methods, Hospitality management and front office operations.
· Teaching, exam supervision, marking of scripts of the above courses
·     Help students to understand qualitative and quantitative research methods.
·     Coaching students on research proposal design, project research and presentation         skills
Achievements

· Managed to teach and supervise over 100 students in various subject areas of management
· Participatory training produced well equipped management students some of them active professionals in various hotels. 
· Managed to organize attachment to various organizations together with team members hence enabling the students get important practical experience.
March 1998 – August 1999 – Lecturer – Air Travel and Related Studies Center 

Main responsibilities
· Teaching and Training on the following areas: Hotel management; Front office Operations, Organizational Behavior; Customer Service and Human Resource Management.
· Overseeing student projects

· Organizing student internships/practical’s in hotels and tour companies

· Teaching, exam supervision, marking of scripts of the above courses
Achievement
· Managed to teach and supervise over 60 students in various subject areas of management
· Participatory training produced well equipped managemnt students some of them active professionals in various hotels. 
· Managed to organize attachement to various organizations together with team members hence enabling the students get important practical experience.
March 1990 – May 1996 – Teacher (Deputy Principal)  – Mbuani Secondary School

Main responsibilities
· Teaching core subjects (Geography, Business Studies, History)
· Assisting the principal in the administration of the School 
· Overseeing all development projects in the school

· Overseeing Guidance and Counseling of Students and overall student discipline.
Achievement

· Was in charge of organizing all administrative issues of 300 students

· Coordinating the discipline and guidance and counseling of all 300 

· My Geography subject attained top grades in national exams
· Successfully managed the school parent association

· Coordinated successfully a poll of 15 teachers to uplift the status of the school in the district.

Education & Date of Qualifications (If completed)
	Year
	Degree / Diploma 
	Name of University/College

	 2014

2000
	PhD Leadership and Governance (Final Year)

Masters in Educational Research (MER)
	Jomo Kenyatta University of Science and Technology (JKUAT)
Free University of Brussels, Belgium

	1998
1998
1998
	Diploma in Business Management 
Diploma in Front Office Operations

Diploma in Restaurant Service
	Institute of Commercial Management – London (ICM)
Institute of Commercial Management – London (ICM)
Institute of Commercial Management – London (ICM)


	1998


	Diploma in Hotel management
	Dynamic Institute of Management And Accountancy (DIMA)

	1997 

1991
	French as a Foreign Language Level 1 & 2 
B. Ed (Arts) Major:  Education
	Pitman Qualifications

Kenyatta University, Nairobi, Kenya


Other Trainings

Course/Certificate





Organization 
Apr to July 2015 – Project Planning & Management

MS TCDC
Jan to Feb 2014 - Training of Trainers (TOT)


Action Aid Denmark 
Apr to July  - 2013 – Democratic Development


Stanford University (Online) 

April 2013 – Leadership and Management

Oxford Leadership Center 

September 2012 – Human Rights Based Approaches

MS TCDC
July 2010 - Occupational safety and health Training
ISS Services

July 2009 - Microfinance Training



Micro Save
August 2009 - Customer Service Training


AMC  

March 2009 - Making training work 


AMC 

April 1999 – Customer Care




ITEL

July 1998 – Certificate of Teaching                                              Teachers Service Commission
Summary of Key Competencies

Leadership skills and organizational ability

Ability to achieve set goals, standards and objectives

Critical thought / the creative solution of problems

Ability to work under pressure and meet strict deadlines

Self-esteem / Self-confidence

Ability to work under minimal supervision and Multi tasking
Proficiency in Microsoft Word, Excel, PowerPoint and Outlook.

Experience of Organizing, Delivering or Coordinating Training for Various Institutions 
	Date
	Organization and area of capacity building
	Venue 

	Date
	Assignment
	Client

	June 2017
	Training on Leadership and Governance 
	Kenya Red Cross Society



	May 2017
	Voter Education and Mobilization Campaign
	Independent Electoral and Boundaries Commission (IEBC)

	April 2017
	Preparing a detailed project plan and program strategy


	HIMs (Health Integrated Multi Sectoral Services

	January 2017
	Voter Education and Mobilization Campaign
	Independent Electoral and Boundaries Commission (IEBC)

	January 2017
	Final Evaluation of Peacebuilding Project
	Kenya Evangelical Lutheran Church (KELC)

	October 2016
	Youth Empowerment Project in Coastal Area
	Kenya Evangelical Lutheran Church (KELC)

	September 2016
	Developing Women Economic Empowerment Project
	Kenya Evangelical Lutheran Church (KELC)

	August 2016
	Training on Conflict Management and Peacebuilding in the coastal region
	Kenya Evangelical Lutheran Church (KELC)

	May to November 2015
	Middle Managers Leadership Development Programme (MMLDP) training manual for AA Federation Managers
	Arusha, Tanzania 

	October, 2015
	HRBA & Board Governance for AA Tanzania Staff
	Arusha, Tanzania 

	September, 2015
	Budgets and Accountability
	Arusha, Tanzania 

	February 2014 to September 2015
	Online course development & coaching (Governance and Accountability, Leadership and Project Management))
	Arusha, Tanzania 

	August, 2015
	Policy Advocacy and Campaigns for AA Kenya Staff and partners 
	Nairobi, Kenya 

	August, 2015
	Project Planning and Management for AA Kenya Staff and partners 
	Arusha, Tanzania 

	August, 2015
	Entrepreneurship training for Wakasa Women Group
	Arusha, Tanzania

	May, 2015
	Public Service Governance for Action Aid (AA) Zimbabwe Staff and Partners
	Harare, Zimbabwe

	March, 2015
	Gender Sensitive Service Delivery training manual 


	Arusha, Tanzania

	February, 2015
	Entrepreneurship training for Wakasa Women Group
	Moshi, Tanzania 

	January, 2015
	Public Service Governance Training manual 
	Arusha, Tanzania 

	November, 2014
	Entrepreneurship training for Wakasa Women Group
	Moshi, Tanzania 

	October to November 2014
	HRBA and Social Accountability training for ANGONET 
	Arusha, Tanzania

	October, 2014
	Coaching and mentoring training manual
	Arusha, Tanzania

	October, 2014
	Senior Leadership training manual
	Arusha, Tanzania

	October, 2014
	Organization Development training manual
	Arusha, Tanzania

	August 2014
	Social entrepreneurship for BA Class
	Arusha, Tanzania 

	June 2014
	Workshop for stakeholders – BA in non-profits 
	Arusha, Tanzania 

	May to August 2014
	Online Power and Voice (Action Aid Learning Platform)
	Arusha, Tanzania

	May 2014
	Workshop for stakeholders in BA and Governance and Development 
	Arusha, Tanzania

	April 2014
	Campaigns & Advocacy for AA Uganda staff and partners 
	Kampala, Uganda 

	March 2014
	Supervision of BA students in Development studies class 
	 Arusha, Tanzania 

	January to April 2014
	Leadership and Governance for University of Minnesota class
	Arusha, Tanzania

	January to April 2014
	Online course development and coaching in Human Rights based approaches, Power & Voice
	Arusha, Tanzania 

	January 2014
	TOT Course for trainers  
	Copenhagen, Denmark

	January 2014
	Research Methods for BA class in development studies
	Arusha, Tanzania

	December 2013
	Civil society organizations its partners on devolution and accountable governance
	Arusha, Tanzania 

	October 2013
	Devolved government and accountability for civil society organizations
	Arusha, Tanzania 

	November 2013
	AAKenya partners on devolved government and accountability
	Arusha, Tanzania

	November 2013
	 Board Governance for church for Upendo, group  
	Zanzibar, Tanzania 

	October 2013
	Human rights based approaches for Action Aid staff and partners 
	Arusha Tanzania 

	October 2013
	Organization Leadership and governance for Action Aid staff and partners in Uganda
	Kampala, Uganda

	September to December 2013
	Leadership and Governance for University of Minnesota class
	Arusha Tanzania

	September 2013
	People Management for civil society organizations
	Arusha, Tanzania 

	August, 2013
	People management training Manual 
	Arusha, Tanzania 

	August 2013
	Organizational Leadership and governance for civil society organizations in East Africa.
	Arusha, Tanzania 

	July/August 213
	Organization Leadership and governance for Action Aid Burundi and partners
	Ruyigi, Rutana and Karusi, Burundi

	February 2013
	Value based leadership and governance for Caritas staff and partners
	Juba, South Sudan

	May 2013
	Managing Organization Effectiveness for civil society organization in Tanzania
	Arusha, Tanzania 

	May 2013
	Project planning and management for THET staff and partners 
	Hergeisa, Somaliland 

	April 2013

	Power & Voice for democratic governance for AA Kenya staff and partners
	Arusha, Tanzania 

	April 2013
	Human rights based approaches for AA Kenya  staff and partners from East Africa
	Arusha, Tanzania 

	March 2013
	Gender and Leadership for Oxfam staff and partners in Ethiopia
	Arusha, Tanzania

	February 2013
	Human Resources Management and Organization Development for the BA in Development studies Class
	Arusha, Tanzania

	February, 2013
	Social entrepreneurship training manual
	Arusha, Tanzania

	February, 2013
	Strategic planning and management training manual
	Arusha, Tanzania

	February 2013
	Organization Behavior for organization development for Diploma class 
	Arusha, Tanzania 

	January 2013
	Research Methods for BA in Development studies 
	Arusha, Tanzania 

	November, 2012
	Value based leadership training manual
	Arusha, Tanzania

	October 2012
	Social Accountability for Forum Syd staff and partners 
	Mwanza, Tanzania
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