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 	   PROFESSIONAL SUMMARY   	
HR professional with proven expertise in supporting HR functions and maintaining organized records. Known for effective coordination of onboarding processes and improvement of employee data systems. Collaborative team player with knack for adapting to changing needs and ensuring reliability in HR tasks.
 	   SKILLS   	
	Maintaining files 

	
	Employee relations 


	Recruitment management 

	
	Onboarding coordination 


	Office administration 

	
	Administrative support 


	New hire orientation 

	
	Team player 


	Human resources support 

	
	Time management abilities 



 	   WORK EXPERIENCE   	
HUMAN RESOURCE CLERK, 04/2023 - 08/2024 
BUSIA SUGAR MILLS INDUSTRY – BUSIA
1Maintaining hr. Employee's records
· Assisting in recruitment process
· Induction of new employees
· Leave administration [sick leaves, compassionate leave, paternity, maternity leave, annual leaves
· Assisted with on-boarding process of [Number] new hires.
TIME OFFICE CLERK HR Office, 11/2020 - 03/2023 
BUSIA Sugar Mills Limited – BUSIA
· Issuance and receiving of human resource employee correspondence
· Ensuring proper filing of human resource documents is done
· Providing clerical and administrative support to human resource executives
· Updating on synergy attendance on daily basis overtime and night shifts for payroll preparation
· Answering telephone and call management
· Processing documentation and preparing report relating to personnel activities i.e. staffing, training grievances, performance appraisal
SALES ASSISTANT, 02/2018 - 11/2020 
KHETIAS DRAPPERS LTD – BUNGOMA
· Increased sales by building strong customer relationships and providing excellent service.
· Managed inventory to ensure optimal stock levels, minimizing overstock and out-of-stock situations.
· Built rapport with repeat customers, fostering long-term loyalty to the brand.
· Established rapport with customers using active listening and interpersonal skills.
· Conducted weekly stocks audits to ensure accuracy in stock levels.
· Managed inventory levels to minimize stockouts and overstock situations, ensuring optimal product availability.
· Opened, shelved and merchandised new products in visually appealing and organized displays for optimal sales promotions.
· Developed strong rapport with customers and created positive impression of business.
HUMAN RESOURCE ATTACHEE, 01/2017 - 03/2017 
BUTALI Sugar Mills Limited 
· Issuance and receiving of human resource employee correspondence
· Ensuring proper filing of human resource documents is done
· Providing clerical and administrative support to human resource executives
· Updating on synergy attendance on daily basis overtime and night shifts for payroll preparation
· Answering telephone and call management
· Processing documentation and preparing report relating to personnel activities i.e. staffing, training grievances, performance appraisal
Business Development Officer, 09/2014 - 11/2014 
Malava Financial Services 
· Accounting
· Front office /customer care
· Office management practices
· Filing
· Computer operations
 	   EDUCATION   	
Diploma: Business Management, 01/2016 - 04/2017 
Business Management 
GPA: pass
Certificate: Business Management, 01/2013 - 04/2015 
Business Management 
GPA: credit
11/2010 
Se_mwombe Data Centre - Kakamega County, Kenya 
introductory course in microsoft office suit
Secondary School: 01/2003 - 04/2006 
Chegulo Secondary School - KAKAMEGA 
GPA: C minus
Primary School: 01/1995 - 04/2002 
Mahusi Primary School - KAKAMEGA 
GPA: 315/500 marks
 	   HOBBIES   	
Adventure
Interceding
Watching soccer
 	   EXTRA SKILLS   	
Introductory course Microsoft office packages
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