REHEMA MSANJILA

P.O.BOX 19833 

DAR ES SALAAM

Year of Birth: 1985 Sex: FEMALE Marital status:  MARRIED Nationality: TANZANIAN
Tell; +255 712025787 / +255 739025787 Email:msanjilamercy@gmail.com

________________________________________________________________

EDUCATION BACKGROUND AND AWARD

2006-2009

Tumaini University, Iringa University College

Award:  BACHELOR OF LAWS
2016- 2017 

Law School of Tanzania

Award: POST GRADUATE DIPLOMA IN LEGAL PRACTICE.(ongoing)
2004-2006   

KIRAENI GIRLS’ HIGH SCHOOL - KILIMANJARO
Award: ADVANCED CERTIFICATE OF SECONDARY EDUCATION EXAMINATION (ACSEE) 

2000 - 2003  

MWANZA SECONDARY SCHOOL
Award: CERTIFICATE OF SECONDARY EDUCATION EXAMINATION (CSEE)

WORK EXPERIENCE
JUNE 2017 – to November 2018
COMPANY SECRETARY,

MKURANGA 2013 SECURITY AND GENERAL COMPANY
Duties:-  

· To provide appropriate and timely legal advice to authorities and officers of the company.
· To present the company in proceedings in courts of law, tribunals, arbitrations etc
· To follow up legal matters handled externally, this includes follow-up of cases outsourced in courts.
· To undertake drafting of legislative proposals pertaining to the company’s activities and make recommendations on amendments.
· To prepare and give legal opinion on contracts pertaining to the companies activities, projects etc

· To undertake all regulatory issues as may be required from time to time.

·  To make follow-ups on the compliance of terms of contract during the implementation of contracts.
· To prepare minutes in the board meetings 
· To perform any other duties related with legal and regulatory affairs as assigned from time to time.
2015- to June date (party time)
 Position     : Legal Officer

Institution: Gallet & Co. Law Associates

 Duties       :-
· To provide appropriate and timely legal advice to company clients and management/associates
· To attend in courts of law, tribunals, arbitrations etc
· To undertake drafting of legislative proposals pertaining to the company’s activities and make recommendations on amendments as per the demands of the clients.
· To prepare and give legal opinion on contracts as per the demands of the client etc
· To undertake all regulatory issues as may be required from time to time.
·  To make follow-up on the compliance of terms of contract during the implementation of contracts.
· To perform any other duties related with legal, corporate and regulatory affairs as assigned from time to time.
June 2011 to October 2014:

Position      :  CREDIT OFFICER,
Institution:  PRIDE TANZANIA LTD, (Mtwara Branch)
DUTIES: 

· To work with all credit matters and on the Loan Portfolio Management

· To provide high quality personal services to customers

· Organizing and conducting clients mobilization meetings

· Training the clients on the SGL Procedures, Rules and Regulations.

· Facilitation of Marketing Enterprise Committee (MEC) Group formation 

· Clients registration and account opening

· Attending, facilitating and monitoring MEC meetings for daily repayment.

· Overall checking and maintenance of clients pass books

· Visits to the borrowing clients

· Preparation of loan applications

· Disbursement of the approved loan applications

· Attending customer queries and complaints

· Proper keeping of the customer records/filing

· Posting of the daily collections to the respective clients accounts

· Making of follow-up visit to accounts in arrears

· Banking and Banking Reconciliation 

· Preparation of weekly and monthly report

· Telling Duties on rotation of three months. 

· Any other duties as may be assigned.
January 2010- January 2011:

            ASSISTANT HR&ADMN
            DESKTOP PRODUCTION LIMITED,

            P.O.BOX 20936

            DAR-ES-SALAAM
· Perform a wide variety of responsible clerical, technical, administrative, and office support duties in support of the City’s Human Resources Division. 

· Provide customer service, both in-person and by telephone; screen and direct telephone calls; take and relay messages; answer questions from employees and the general public regarding human resources issues, rules, and regulations relating to human resources management; respond to employment verification requests, salary and benefit surveys, and other requests for information. 
· Plan and coordinate recruitments and examinations; prepare job announcements and advertisements; administer and score tests; notify candidates of application/employment status; prepare certification lists. 
 ___________________________________________________________________
SKILLS & KNOWLEDGE

LANGUAGE: Swahili: Written and Spoken

English: Written and Spoken (I sat for English Proficiency examination held at University of Dar Es Salaam and awarded Certificate of Proficiency in English)

HOBIES: Reading, Listening to the Radio, Watching TV, Travelling and Watching and Playing Football and Basketball 

Equipped with Knowledge in Land law/Conveyance, Probate and administration of estates, Criminal law and Practice, Civil law and practice, Legal drafting, Advocacy skills, Commercial law, Human Rights, Labour Laws, Leadership, Accounting. 
Computer literate (MS Word, Excel, internet and e-mail)

· Professional with broad experience in the fields of Research, Development Facilitation, Providing Legal Aid,

· Drafting legal documents, contracts, letters  

· Self confidence and discipline, high interpersonal relationship and intelligence, and a facilitator.  
· A strong team player with exceptional interpersonal and communicational skills to motivate and interact. Demonstrated to fulfil goals through relationship building and team leadership.

_____________________________________________________________
REFEREES

1. Mr. LUCIAN JOHN GALLET
  LEGAL COUNSEL (Advocate of the High Court),

 TANZANIA TELECOMMUNICATION COMPANY LIMITED,

            P.O.BOX 19833,
            DAR-ES-SALAAM

            Mob: +255 784256753
2. Mr. GEORGE MAGAMBO

LEGAL COUNSEL (Advocate of the High Court),

TANZANIA TELECOMMUNICATION COMPANY LIMITED,

P.O.BOX 9070,

DAR ES SALAAM

Mob; +255 754 667212

3. Mrs. EDDA MSANJILA NGIMBWA
            ECG PASTOR
ARUSHA.

Mob; +255 766196026
___________________________________________________________________________
****************
