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ACADEMIC BACKGROUND 

May 2014- Aug 2016: United States International University
                                      Masters in Business Administration (MBA)

May 2009- Aug 2014:     United States International University

B.Sc. International Business Administration (finance&                    management)

2005- 2008: 
              Muthale Girls High school

                                       Kenya Certificate of Secondary Education (KCSE)   

 ​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​
CAREER OBJECTIVE
Actively seeking to work in a stimulating environment where I can enhance my knowledge, skill to serve the firm to the best of my efforts.

 


WORK EXPERIENCE
July 2017 – June 2018
Benefits officer  -National Social Security Fund (NSSF)
· Updating data of individuals paid benefits claims for last years
· Capturing the payments and migrating data to the SSPAS guided by the ICT work stream
· Capturing contributions from the schedules to update member accounts/statements
· Capturing all the refunds and computation of the claimants benefits in their respective benefits type
· Processing Benefits by receiving benefits claims and fast tracking of the payment process
· Updating employer’s data in the system
January 2016- to June 2017

Project officer -Machakos County Government
Human Resources office
· Staff establishment to  meet the ministry's objectives
· Analysing the skills and qualities required for each particular job and develop job descriptions and duty statements
· Maintaining the personal records of employees on matters such as wages, superannuation, leave and training, and prepare associated management reports
· Coordinating staff training
· Providing advice and information to management and employees on human resource policies and procedures, including equal opportunity, anti-discrimination and occupational health and safety programmes
· Payroll overview and submission

· Performance management and appraisal
· Overseeing HR statutory requirements
Fuel Supervisor -Ministry of Transport; Machakos County Government

· Monitor and direct work of fuel team

· Prepare  daily fuel consumption reports
· Maintain accurate record of use of fuel

· Fuel and ground machines as needed

· Communicate efficiently with ground personnel and machine crews

· Work in conjunction with other departments to ensure on time performance of site machines
November 2015- January 2016

 Research Associate/ business counselor - USIU Agri- Business.
· Organizing  and facilitating workshops for farmers 

· Doing market research on the prevailing market prices on the poultry and fish feeds.

· Making reports.

June 2014 – February 2015
Research Associate - Asoko insights


· Processing company information from public (web-based) sources into standardized templates

· Vetting and cross-checking company information with use of internet, phone calls and emails

· Field visit to companies and/or affiliated entities to conduct company specific surveys and data  collection

· Regular reporting to regional management on research strategies and findings

· Peer reviews of research strategies and finding
May 2013- Dec 2013

Assistant Customer Care Coordinator -Guru Nanak Ramgarhia Sikh Hospital 
· Data collection through issuing questionnaires and one on one interview with the clients to achieve the customer satisfaction objectives

· Research and report writing on the customer satisfaction & record keeping.
· Surveying on the manner the clients are being handled in different departments; Receiving and attending to customer complains
HOBBIES AND INTERESTS
· Charity work-volunteer activities at Friday Brown’s Community Service, Bishop Opera Luigi Locate Children’s Home, Bethsaida children home and new dawn Kenyan mentorship and abstinence program.

· Reading inspirational books and networking

· Choir participation 
ACHIEVEMENTS & AWARDS

· Dean’s list

· Certificate peer counseling training

· Certificate of participation inter university conference 2009 
REFEREES
Dr.David Kabera Muthondeki(Ph.D)
National Police Service

Head Counselling Psychology

Muthondeki00@gmail..com
Tel 0728288006
Munira Tajbhai

Customer Care Coordinator

Guru Nanak Ramgarhia Sikh Hospital 

Email: munira@gnrsh.co.ke
Tel: 0722366337 
Rose Kieleko
Section Head-Benefits Processing

National Social Security Fund (NSSF)
Email: rkieleko@gmail.com
Tel: 0718738222
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