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CURRICULUM VITAE
NAME: EMMAH
DATE OF BIRTH: 1ST JANUARY 1990

VISA STATUS: VISIT VISA

NATIONALITY: KENYAN

MARITAL STATUS: SINGLE

CAREER OBJECTIVE:

To be given an opportunity that will enable me to contribute my knowledge ,skills potential and competence towards achieving the set goals and objectives as well as aid in the economic growth.

PROFILE.

· Punctual and Integrity.

· Resourceful team player who excels at building trusting relationships with colleagues and always willing to compromise and think of ways to solve problems.

· Able to work in a multi ethnic and multi-cultural environment with a high respect for diversity.
· Innovative problem solver who can generate workable solutions and resolve problems.

· Possess refined planning and organizational skills that balance work, team work and ad-hoc responsibilities in a timely and professional manner.

· Flexible and multi-tasking.

CORE SKILLS/ STRENGTHS.

· Excellent communication skills – ability to communicate with clarity. Good command of both written and spoken English.
· Good customer service

· Computer literate

· Business administration

· Front office skills and experience
WORKING EXPERIENCE: January 2014 to November 2015
Position: Head of Operations at Rukenya Islands Limited

Duties and Responsibilities.

· Assisting newly, recruited and existing staff and provide them with information regarding their wages and company policies.

· Filing and scanning of documents.

· Internal mail dispatch.

· Disposal of obsolete personnel documents

· Updating employee personal information

· Receiving incoming calls

· Perform any other duty assigned to me by the management.
WORKING EXPERIENCE: September 2011 to December 2013

Position: Head of Operations/ Credit Officer at Doto Lako Investment Ltd
Duties and Responsibilities.

· Customer care

· Facilitated marketing of company and products to new clients

· Received calls directed to the management of the company

· Provided support to clients and fellow employees on various HR related issues

· Maintained a database for loan borrowers

· Logistics for orientation programs to the organization

· Performed any other duties assigned to me by the management.
EDUCATION BACKGROUND

	YEAR
	INSTITUTION
	QUALIFICATION

	July 2010 – June 2011
	Institute of Human Resource Management
	Higher Diploma in Human Resource Management

	July 2008 – November 2009
	Institute of Human Resource Management
	Diploma in Human Resource Management

	May 2008 – July 2008
	Mount Kenya Commercial Training College
	Certificate of completion of Microsoft Word, Excel, Access, Power Point, and Internet

	February 2004 – November 2007
	Mutira Girls High School
	Kenya Certificate of Secondary Education


HOBBIES.

Reading, community work, travelling and adventure.

REFERENCES.

· Upon request

