Peter 
Email: peter.115586@2freemail.com 
Nationality: Kenyan
Visa Type: Visiting Visa (3 Months)
PERSONAL PROFILE
I am now seeking an opportunity in Human Resource role that will allow a strategic and versatile HR professional experience in; employee relations, benefit & compensation administration, staffing, training and project management to provide sound advice and counsel to ensure compliance with company policies and procedures, as well as all federal and local labour laws.
Education and Professional Qualification:
o Masters in Human Resource Management, University of Bolton (UK), 2008-2009 o Bachelors of Arts in Business Studies, University of Bolton (UK), 2006-2008 o Diploma Certificate in Marketing (Second Class Upper), YMCA Comprehensive Institute (Uganda), 2003-2005 o Kenya Certificate of Secondary Education, Tala High School, 2001
PROFESSIONAL EXPERIENCE
Human Resource Manager
Africa
Yoga
Project
May
2014 to July 2016
Duties and Responsibilities:
· Provide support and expertise to managers and supervisors on the appropriate course of action in relation to employee relations issues
· Address queries and provide advice to employee on HR policies, procedures and practices
· Develop, implement, improve and communicate HR policies, procedures, handbooks and practices
· Coordinate the performance Management systems
· Staff Recruitment (Advertising, Short listing, Interviewing)
· Implementing and enforcing the disciplinary procedures
· Liaising with the HOD's to prepare job description and KPIs (Draft, Update, Monitoring and Evaluation)
· Plan and facilitate annual and sick leave
· Encourage and maintain a conducive environment for all employees
· Processing applications and general facilitation of trainings
· Due to shortage in funding my CEO referred me to Kibera foundation

Senior HR Executive; Techno Brain BPOITES, Feb 2012 to March 2014 Duties and Responsibilities:
o Maintained the work structure by updating job requirements and job descriptions for all positions
o Maintained organization staff by establishing a recruiting, testing, and interviewing program, conducted and analyzed exit interviews; recommended changes o Prepared employees for assignments by establishing and conducting orientation and training programs
o Maintained a pay plan by conducting periodic pay surveys; scheduled and conducted job evaluations; prepared pay budgets; monitored and scheduled individual pay actions; recommended, planed, and implemented pay structure revisions o Ensured planning, monitoring, and appraisal of employee work results by training managers to coach and discipline employees o Scheduled management conferences with employees; hearing and resolving employee grievances; counselling employees and supervisors o Maintained employee benefits programs and informs employees of benefits by studying and assessing benefit needs and trends o Recommended benefit programs to management; directing the processing of benefit claims
o Obtained and evaluated benefit contract bids; awarded benefit contracts designing and conducting educational programs on benefit programs
Human Resource Manager; Safe-Co Security UK, April 2009 to Nov 2011 Duties and Responsibilities:
o Ensured legal compliance by monitoring and implementing applicable human resource federal and state requirements o conducted investigations; maintaining records; representing the organization at hearings o Maintained management guidelines by preparing, updating, and recommending human resource policies and procedures o Maintained historical human resource records by designing a filing and retrieval system;
keeping past and current records o Completed human resource operational requirements by scheduling and assigning employees; following up on work results o Maintained human resource staff by recruiting, selecting, orienting, and training employees
o Maintained human resource staff job results by counselling and disciplining employees;
planning, monitoring, and appraising job results o Contributed to team effort by accomplishing related results as needed
REFEREES: Available on request
