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1 have nine years working experience in Human Resource management,
Administration, planning and management thus developing my skills in
Human Resources, Projects planning and Management of projects,
maintenance of collaborative relationships with clients and service
providers. I have been exposed to work for clients locally on an array of
projects ranging from Policy Management, Marketing and Public relations.
Some of the clients I have worked with include RAM IT, Straight Security
and Kenya Tea Development Authority .With the above exposure I have
acquired good organizational, analytical, interpersonal and intrapersonal
skills. My career goals involve growing with a company where I can continue to learn, take on
additional responsibilities, and contribute positive value.
PROFESSIONAL EXPERIENCE
RAM -I.T COMPUTERS- Nairobi Kenya (Fei. 2012 -To March 2017)
Human Resource Assistant.
Key duties
· Participated in staff recruitment processes.
· Assisted in office duties e.g. circulation of letters to the section heads, writing memos and other correspondences and maintaining staff files by regularly filing in new documents.
· Updating of Human Resource Information System
in the computer.
· Participated in staff counseling forums.
· Compilation of returns from other departments that
serve as Performance contract evidence.
· Assisting in computation of provident funds benefits.
· Data Entry and data management for the company.
· Reception of customers and customer feedback in inquiries.
· Preparation. Stamping and dispatching of employees N.H.I.F and N.S.SF dues.
· Preparation of P.A.Y.E schedules.
· Validation of payroll materials and processing payments for employees.
Straight Security Services Limited, Kenya (February 2009 - January 2012) Administrative Assistant-11R Department
Responsibilities:
· Recruitment of staff.
· Training and development of staff.
· Handling conflicts within the company.
· Promoting good business environment between the company and
its clients
· Develop and plan trainings for clients.
· Outsourcing staff for clients
· Drawing contracts and agreements.
· Manage project teams.
· Responsible for communication, including status reporting, risk management, managing escalation of issues that cannot be resolved in the team.
· Making sure the project is delivered in budget, on schedule, and within scope.
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Kenya Tea Development Agcncy, Kenya (Aug 2008-Jan 2009) Industrial Internship
Responsibilities:
· Preparing policy documents.
· Conducting HR research.
· Monitoring and handling employees grievances
· Assisting in Policy Formulation.
· Data Entry and data management for the company.
EDUCATION QUALIFICATIONS
	Kenya College of Accountancy University (KCA) 2015
	Degree in B.com (Human Resource Option) Second Class Honors’(Upper Division)

	Kenya Institute of Manasement-2008
	Diploma in Human Resources Management - Upper Credit

	Kenya Institute of Management October to December 2007
	Advanced Certificate in Business Management- Credit

	Kenya Institute of Management April 2007 to June 2007
	Certificate in Business Management- Upper Credit.

	Ruchu Girls Secondary School Kenya. 1999
	Kenya Certificate of Secondary Education [K.C.S.E] - [C +]

	Thiririka Primary-Kenya 1996
	Kenya Certificate of Primary Education [K.C.P.E]


SKILLS.
Computer - Microsoft office application-MS word, MS PowerPoint and MS Excel.
Others Competencies • Good personal and interpersonal skills, professionalism, client orientation and public speaking.
PERSONAL DETAILS
Nationality - Kenyan
Date
of
Birth
- 8th August 1981 Marital Status - Single
Visa Status: Visit Visa,
Languages:
English and Swahili,
Reference will be available upon request
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