IRINE  MAJUMA
Tel: +254743157983/ 0707772891│ E-mail: majumairine@gmail.com
CAREER PROFILE SUMMARY
Seeking competitive and challenging position in organization that offer growth opportunities to employees and ensure enhancement, achievement and implementation of the organization policies mission and vision to lead and influence others in a positive and open manner ,also work in a challenging world, calling creativity ,participation and global exposure, ensure solid contribution in  a dynamic health department with chances for advancement based on skills, job performance,successiful experience and training.
PERSONAL OBJECTIVES
· To carry out any responsibilities with decorum and serve the clients without favor fear and prejudice.
· To make best of my knowledge, expand my skills, uphold and open wider avenues for my personal growth.
· To exercise professionalism and uphold integrity in my place of work.
EDUCATION AND PROFESSIONAL BACKGROUND

· Kenya medical training college: certificate in health records and information technology); 2016- 2018
· Vinode institute: Computer Packages; 2016
· KCSE St.  Paul Ndenga: Kenya Certificate of Secondary Education; 2012-2015
· KCPE kaplolo Primary School: Kenya Certificate of Primary Education; 1996-2003
 
KEY SKILLS AND COMPETENCIES ACQUIRED

· Interpersonal skills: I know how to effectively deal with people and setting time aside to get to know team members on both a personal and professional level, through social activities or teambuilding training, while still maintaining professional boundaries.
· Communication and motivation: I have mastered all forms of communication including written, verbal and listening skills. Can liaise with a variety of people, from entry-level employees to heads of departments and CEOs, in a number of different ways - via email and social media, over the phone and in presentations, meetings and one-to-ones.
·  
· ICT Competency: Excellent in Microsoft Office Suite. 
· Organization and delegation: Can juggle multiple responsibilities and manage  own workload. 
· Problem solving and decision-making: Able to quickly weigh up the pros and cons of a situation and make an informed decision. 
· Relationship Management: Highly skilled in building relevant and workable relations with colleagues, supervisors and other key stakeholders. 
· Conflict management and problem solving: Experienced in acting as an impartial mediator in disciplinary procedures and ensure it is administered in a fair manner and meets all legal and labor regulations and requirements. 

WORKING EXPERIENCE

march 2022-december 2022
Organization: jhpiego
Responsibility: research assistant and compliance
Key contributions
· Booking of patients.
· Giving clients appointments dates for follow up.
· To ensure adherence of the participants to the study protocols. 
· Conducting home visits in case of any default.


September 2021-september 2022
Organization: COVID 19 vaccination
Responsibility: data entry clerk
Key contributions
· Registration of clients. 
· Transferring of data from paper format into computer files.
· Processing of covid 19 certificates of clients in the system.
· Vaccinating in the system.
· Compiling daily report and submitting it to the sub county HRIO.



November 2018-september 2022
Organization: Port Victoria hospital
Responsibility: health records(volunteer)                              
Key contributions
· Booking patients for specific clinics appointments.
· Coding and indexing diseases.
· Calculating of hospital statistics.
· Monthly and periodic facility report preparation.
· Analysis and dissemination of facility report.
· Uploading facility report to KHIS platform (nation reporting system).
· Registration and reception of patients.
· Sorting, filing and tracing of patients files.
· Admission of patients.

January 2018-march 2018
Organization: mbagathi county hospital
Responsibility: 
Key contribution
· Booking patients for specific clinics appointments.
· Coding and indexing diseases.
· Calculating of hospital statistics.
· Filing and tracing of files.
· Registration and reception of patients.
· Admission of patients.
may 2017- July 2017
Organization: Kenyatta national hospital
[bookmark: _GoBack]Responsibility:
Key contributions
· Reception, registration and admission of patients.
· Maintenance of heath records equipment.
· Calculation of hospital statistics.
· Coding and indexing of diseases and operational procedures as per international classification of diseases. 
· Clinic preparation and follow up.
· Filing, tracing and retrieving of patient files.
· Editing and sorting of patient file.

February-September (2016); port Victoria sub county hospital(cashier)  
Responsibility: 
Key contributions.
· Billing of patient files. 
· Reconciliation of miscellaneous books. 
· Banking.
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