
MaitaiMaureennashipae

P.OBox22,gilgil

Tel:0708144279

Email:maureennashipae81@gmail.com

AhighlymotivatedrecentHumanResourcecertificategraduatepresentlylookingforagraduate

ortraineepositionwitharewardingcompany.Iam seekingtoacquireaHumanResources

Positionthatwillaffordmeanopportunitytoutilizemyskillsinabusinessenvironment.

PersonalDetails:

DateofBirth:14thFebruary1996

MaritalStatus:Single

EducationandProfessionalQualification:

CertificateinHumanResourceManagement,KenyaTrainingInstituteCollege,may2015-Dec

2016

Metcom computercollegeforcomputerpackagesJan2015-march2015.

KenyaCertificateofSecondaryEducation,MixedBoardingSecondarySchool,Jan2010-Nov

2014

KeyProfessionalSkillsAndCompetenciesAcquiredWhileStudying:

-Excellentknowledgeofprinciplesandproceduresforpersonnelrecruitment,selection,training,

compensationandbenefits,laborrelationsandnegotiationandpersonnelinformationsystems,

businessandmanagementprinciples

-Strongabilitytoreadandunderstandinformationandideaspresentedinwritingandtoapply

generalrulestospecificproblemstoproduceanswersthatmakesense

-Extensiveknowledgeinemployeerelations



-Goodadministrationandreportwritingskills

-Abilitytoestablisheffectiveworkingrelationshipswithpeopleatalllevels

WellversedinComputerPackagesWord,Excel,Access,Power-point,Internet

WorkExperience:

-Ubuntulife,fieldsupervisorOctober2020-February2022

-Rehobothhotel,receptionistNovember2018-September2020

-worldvision,DataentryclerkJune2018-Oct2018

-H-youngco.AdministrativeofficeassistantJan2018-May2018

-RestartAfrica,receptionistMarch2017-Dec2017

-Mwauraagencies,receptionistJanuary2016-february2017

-AttachmentatKenGenCompany,January2015-may2015.

DutiesandResponsibilities:

-Shortlistingsuitablecandidatesbasedonprovidedjobdescription

-AssisttheRecruitmentmanagerwithschedulingandcoordinatinginterviews

-UnderstandallHRprocessesandcontinuallyseekopportunitiesforimprovement.

-Reportwritingandreportgeneration

Referees

Pleasefeelfreetocontacttheundermentionedinregardtomycompetence,workethic,

performanceand/oranyotheraspectwithrespecttome:

AliceNomali,

RestartAfrica,



P.O22gilgil,

+254717478977

MartinMakalla,

ChiefHumanresourceofficer,

KenGenco.

Martinmakallah@gmail.com

MargaretWarigia,

UbuntuLife,

Margaretwarigia@gmail.com

+254726958401


