CAROLINE WANJA IRUNGU
Tel: +254705166953
Email: carolineirungu146@gmail.com
SUMMARY
A Graduate of a Bachelor of Science in Communication and Public Relations with a solid educational background and a keen eye for detail. I possess expertise in web design, as well as excellent oral and written communication and interpersonal skills. I am competent in using Microsoft Office and willing to undertake further training and development to advance my career.
I have had experience in the Ministry of Public Service, Gender, and Youth Affairs in Limuru, specifically in the Department of Youth and Gender. I was involved in data entry, public relations, and supervising the disbursement and repayment of the Youth Enterprise Development Fund and Uwezo Fund, among other duties that helped run the office.
PERSONAL DETAILS
Year of Birth: 1992
Languages: Fluent in English and Kiswahili
EDUCATION
· Bachelor of Science in Communication and Public Relations (upper division)
Karatina University, September 2012 to April 2016
· Certificate in Web Design
Karatina Institute of Technology
· Computer packages
· Kenya Certificate of Secondary Education
Karima Girls' High School, B 65 points. 2008-2011
KEY SKILLS AND COMPETENCIES
· Proficiency in handling data entry operations.
· Research and writing skills
· Typing
· Expertise in MS Office, that is, MS Excel functions, MS PowerPoint presentations, and report writing.
· Ability to build and maintain mutually beneficial relationships with clients.
· I can build and maintain a positive company image through my PR skills.
· Excellent communication skills and initiative; the ability to meet tight deadlines and work independently.
· Familiar with tools used for both internal and external communication.
· Familiar with new social media tools.
· Strong ability to solve and manage problems.
· Knowledge of a sound filing system, interpersonal skills, and negotiation skills.
· Active listening and attention to detail
EXPERIENCE
1. ADEC KENYA SERVICES EPZ LIMITED (ADEC KENYA)
DUTIES AND RESPONSIBILITIES
· Working on data-related projects
· Data entry
2. LIMURU YOUTHS AND GENDER OFFICE
YOUTH AND GENDER OFFICE ASSISTANT
DUTIES AND RESPONSIBILITIES
· Organizing meetings and events, making newsletters, and writing.
· Assisted in developing annual developmental work plans and preparing and submitting reports.
· Assisting in planning, organizing, coordinating, and implementing Youth Development activities and programs in the Sub-County.
· Data entry, among other duties. 
3. INDEPENDENT ELECTORAL BOUNDARIES COMMISSION 
(a) VERIFICATION OFFICER
 FROM MAY 2017- JUNE 2017
DUTIES AND RESPONSIBILITIES
Verify that a Kenyan citizen eligible to vote is registered and that the voter's correct information is in the register.
(b) I.E.B.C  TEMPORARILY CLERK OFFICER
DUTIES AND RESPONSIBILITIES
· Controlling queues and directing voters to their respective polling rooms
· Identifying voters electronically before allowing them to vote
· Guiding voters to the polling booths and ballot boxes
· Assisting the presiding officer with the sorting of votes during counting
· Other duties allocated by the presiding officer

(c) SALESPERSON – LIMURU GENERAL MERCHANTS 
   DUTIES AND RESPONSIBILITIES
· Receiving goods from suppliers.
· Selling the goods to customers
· Responding to customers' queries

(d) DEPUTY PRESIDING OFFICER-YEAR 2022
DUTIES AND RESPONSIBILITIES
· Deputizing the Presiding Officer
· Performing the duties assigned to them by the Presiding Officer
· Ensuring safe retrieval of election materials
INTERESTS
· Socializing
· Reading educational materials
· Traveling
· Playing volleyball.












REFEREES
Mrs. Purity Karimi
Sub-County Youth/ Gender Officer, Limuru Sub-County
Contact: 0729177061
EMAIL: puritykarymie@gmail.com
P.O BOX 120-00217 
LIMURU

Ms. Catherine Irungu
Principal
Karima Girls High School
Contact: 0721370560
EMAIL: catherineirungu@yahoo.com


