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E-mail: Pauline.10618@2freemail.com 
PAULINE

Visa: Visit Visa 
CAREER PROFILE:Pauline is a self-motivated, results-driven professional with a background and expertise in Administration and Customer Service. She is passionate about service delivery and has taken it upon herself to participate in work that Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution. She also has experience working in multicultural environment hence advancing her language proficiency in English, German, Spanish and Japanese.
AREAS OF EXPERTISE
	· Excellent communication skills and computer knowledge.

· Languages: English, Basic German, Basic Spanish, Basic Japanese
· Public relations and event management.

· Administration

· Logistics


PROFESSIONAL EXPERIENCE
	January 2016 to date: Parliament of Kenya; Senate office
Executive Administrative Assistant

The Senate is the upper house of the Parliament of Kenya. Senate through its project officeaims to provide essential services to the people of Kenya and beyond such services include water storage solutions,better agricultural practices and basic education bursaries.
Duties:
· Prepare a marketing plan of action and engagement with all stake holders in order to improve visibility and recognition of the foundation

· Monitor projects’ progress toward objectives for donor accountability.

· Make travel arrangement.

· Maintain diary arrangements meetings and appointments and provide reports.
January 2015-January 2016:Prima Vera Tours Safaris and Travel Ltd
Customer Service  officer
Prima Vera Tours, Safaris & Travel Ltd is a modern Travel Management Company dedicated to providing quality, reliable and enjoyable travel and tours experiences to clients such services include airline reservations and ticketing ,visa preparation and processing ,Car Rental Services ,24 hrs Airport pick-up & Drop off , Hotel Reservations ,travel insurance.

Duties:

· Oversee the administrative and human resource tasks aspects of the office

· Procure equipment supplies and other materials as required

· Support and follow-up official procedures relating to visas, permits for our clients

· Arrange transportation and accommodation for our clients

· Vehicle management, maintenance and insurance;

· Assistance to Finance in respect of banking, reconciliation of large administrative accounts (travel, couriers);
June/ 2012- December 2014: Mash Foundation Trust

Administrative Assistant
The foundation seeks to empower and support communities, orphans & vulnerable children in Africa. It works from grassroots schemes and strives for social improvement through bottom up development .its mission is to facilitate provision of basic education to all orphans and needy children in Kenya and Uganda as well as give social help, health related information and financial support to eradicate poverty. 

Duties:
· Monitor and reports progress of the programme.  

· Managing the programme budget and ensuring that the programme achieves its objectives within the funds available and the project timeline.

· initiating new projects and programs for the foundation ,identify possible new development partners including government institutions local and international

· Analysis and research of information on donors, preparation of substantive briefs on possible areas of cooperation.

Feb. /2011- December/ 2011: Kenya National Bureau of Statistics

Research assistant -Kenya National Bureau of Statistics-Kilifi County

KNBS is responsible for the development of the country through visionary economic planning, its aim is to provide quality statistical and sex disaggregated data which is key to achieving excellence in performance level based on the fundamental principles of official statics.

Duties:
· Collecting  and evaluating of data
· take inventory, stock and characteristics of skilled manpower
· Determine intake and outturn of training institutions

· Determine the capacity of local training institutions
· Preparing debriefing notes for the supervisor 
March 2010-- September 2010: Ministry Of Foreign Affairs 
Internship: Protocol assistant 
Internship at the ministry’s Protocol & Europe, commonwealth divisions. 

Responsibilities included: 

· Issuing of diplomatic identity cards
· Processing diplomatic visas & Write ups of briefs mainly on Kenya -European relations 

· Processing VAT exemptions on International Organizations.


EDUCATION 
	May 2006- August 2010:

United States International University-(USIU).

Bachelor of Arts in International Relations

September 2013-August2014
Goethe Institute
German language certificate

A1,A2
March – May 2006:

Computer Training Centre

Proficiency in MS word, excel, power point, quick books




REFEREES

Upon Request
