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SUMMARY
Experienced Manager with highly administrative, HR and finance skills with background in health, education, hospitality &
catering sector. Big picture thinker with innovative mindset & creative eye for detail. Seeking executive-level leadership role.
HIGHLIGHTS
· Advanced computer proficiency
· Strong communication skills
· Highly competence in strategic process
· Administration and HR experience


ACCOMPLISHMENTS

Achieved 21% cost reduction by eliminating redundant processes.
Formally recognized for excellence achieved in financial analysis, budgeting, and forecasting.
Facilitate onboarding of new employees by scheduling training, answering Process Improvement Investigated and
analyzed client complaints to identify and resolve issues.
Oversaw implementation of new phone system which resulted in more cost-effective service.
Improved office organization by compiling quarterly budget reports, financial spreadsheets, organizational charts
and company data reports using advanced Microsoft Excel functions.
Multitasking Demonstrated proficiencies in telephone, e-mail, fax, and executive assistant within the high-volume
environment.
Reviewed medical records for completeness, assembled records into standard order and filed records in
designated areas per alphabetic and numeric filing system and expiry date.
	EXPERIENCE

	Operations Manager
	
	04/2016-12/2017

	Abu Dhabi National Hotels Compass ME
	
	Dubai-UAE

	Task performed:
	
	


4- Ensured strict adherence to the scope of work detailed in the terms and conditions of the contract under
management.
4- Ensured that the contract is operated within the budgetary margins established for my operation.
4- Maintained constant liaison with the Client representative for operation, and establish a good working relationship.
4- Ensured that strict cost control systems are established in all departments in the operation and that they are constantly maintained and monitored.
4- Monitored ordering of all food and non-food supplies/requirements both internally on site, and from the supplier.
4- Ensured that storage and stock control systems are maintained up to date, and to monitor stock rotation and validity.
4- Ensured that validity of all employee documentation, e.g. security passes, medical certificates, licenses, vacations where applicable, are maintained, and that timely action is taken for renewal that will not adversely affect operation.
4- Liaised with Training Department for Staff Training.
4- Carried out annual evaluations of staff. Make recommendations for employee promotions, salary changes, an employee of the month, disciplinary action, including termination where applicable.
4- Compiled, and submit to H.O, monthly reports on all aspects of the operation that should highlight any problems encountered and actions taken to remedy them.
4- Ensured that Company and Client owned assets and equipment are maintained in good order and that
repair/replenishment costs are strictly controlled. Group Chief Engineer must be informed of any major R & M activity.
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· TP & L Account & Balance sheet skills
· Strength in regulatory reporting
· Budget forecasting expertise
· Auditing skills
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4- Ensured that highest standards of health, hygiene and safety are maintained in operation and to liaise closely with the Company's Group Environmental Health Officer on these matters.
4- Confirmed to the Company's guidelines related to the area as detailed in the Company's Quality Assurance Program developed on the basis of ISO 9001:2000 Q.M.S.
4- Performed any other duties requested by Sector General Manager or OED-ME out of the normal routine but within the scope of work.
Administration & HR Officer
January 2014 - March 2016
Abu Dhabi National Hotels CompassME
Dubai - United Arab Emirates
Task performed:
4- Coordinated all department functions for a team of 1000 plus employees.
4- Recruiting of employees
4- Maintained detailed administrative and procedural.
4- Processes to improve accuracy and efficiency.
A Increased meetings efficiency by developing meeting agendas.
4- Verified and logged in deadlines for responding to daily inquiries.
4- Coordinated meetings with other department managers and served as the main liaison between sales and DHA staff.
4- Created databases and spreadsheets to improve inventory management and reporting accuracy.
4- Schedule and confirmed appointments for the entire management team.
4- Successfully established effective systems for record retention by creating a database for daily correspondence tracking.
4- Provided support for operations manager and sales and logistics team in managing operation workflow.
4- Tracked all capital spending against approved capital requests.
4- Thoroughly reviewed financial statements and tax audits to correct any discrepancies.
4- Reduced entry input time by 5% and decreased errors by 33%.
4- Performed other responsibilities, as assigned.
Temporary Research Assistant
May 2010 to June 2013
University of Malawi (Chancellor College & Malawi College of Medicine)
Zomba-Malawi
Task performed:
4- Inspect, collect, interpret, analyze and compile data obtained from material testing.
4- Offer familiarity in basic hand and machine tools.
4- Proofread and edit reports, questionnaires and research publications.
4- Supported large research projects.
4- Utilized sound skills to college data from control process equipment.
4- Assist in the research of new product design production.
4- Verified that information in the computer system was up-to-date and accurate.
4- Compiled statistical information for special reports.
4- Eliminated outdated records by sending the records to be scanned.
4- Created monthly reports for records, closed terminated records and completed chart audits.
Data Analyst
Malawi National Examinations Board (MANEB)
Task performed:
4- Verified that information in the computer system was up-to-date and accurate.
4- Eliminated outdated records by sending the records to be scanned.
4- Compiled statistical information for special reports.
4- Created monthly reports for records, closed terminated records and completed chart audits.
4- Updated departmental standard operating procedures and database to accurately reflect the current practices.
4- Verified and logged in deadlines for responding to daily inquiries.
Jan 2009 to July 2013 Zomba-Malawi
Part Time Accountant
Mar 2008 to Dec 2011

Mphatso Home Based Care
Task performed:
Lilongwe-Malawi
4- Investigated and resolved discrepancies in monthly bank accounts while under tight deadlines.
4- Collaborated extensively with auditors during preliminary and year-end audit processes.
4- Tracked all capital spending against approved capital requests.
4- Executed accounts receivable reporting enhancements and reconciliation procedures.
4- Evaluated accounting requirements during discovery meetings with potential clients
4- Received, recorded, and banked cash, checks, and vouchers as well as reconciled records of bank transactions 4- Addressed and resolved non-routine, complex and unexpected variances.
EDUCATION
QUALIFICATION
Masters in Management (2yrs) Diploma in Accounting (2.5yrs) Certificate in Finance (lYr)
UNIVERSITY NAME UNIVERSITY University of Liverpool Malawi College of Accountancy Malawi College of Accountancy
SECONDARY CERTIFICATES
High school certificate- MSCE Bwaila Secondary School
Junior Certificate
Microtech Private School
Lilongwe/Malawi
Lilongwe/Malawi
COMPLETION YEAR
December 2019 December 2017 November 2009
October 2005 November 2003
PERSONAL INFORMATION
Date of Birth : 17-04-1988 Gender
:
Male
Religion
:
Islam
Nationality
:
Malawian
Marital Status:
Married
Visa type Visa Sponsor
: visa : ADNH CompassME
SKILLS
High mathematical acumen skills
Business educator people skills
Advanced problem -solving skills
Good leadership quality and sound technical knowledge
Result oriented and self-driven professional
Computerized charting skills Great organizational skills Advanced problem -solving skills Good team worker and quick learner Ability to adapt any adverse atmosphere
