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PROFILE 
· Am a passionate HR practitioner with 2 years of experience.
· I’ve undergone 6 months paramilitary training having basic skills in disaster management and first aid, firefighting and counterterrorism.
· I’ve worked in Victory Farms for three years both as a casual and a warehouse assistant having been the team leader in all my shifts and in charge of all the casual laborers.
· Worked as a PTA teacher in Kibos primary School.

______________________________________________________________________________ 
EMPLOYMENT HISTORY
Jun 2016-Nov 2021                             Serviceman, NYS
1. Guarding the company premises.
2. Provision of National Security and anti-riot services in coordination with the kenya police service.
3. Managing disasters such as fire accidents and building collapses as well as providing first aid to the victims in coordination with the Kenya Red Cross personnel.
Sept 2018- Nov 2018                 HR Intern, Kenya Industrial Research and Development
                                               Institute (KIRDI)
a. Personnel administration in the registry department.
b. Assisted in preparation of leave authorization forms for employees, sick off etc.
c. Induction of new employees.
d. Assisted in training and development of employees and staff recruitment procedures in the organization.
e. Conducted employee welfare sections and workmen compensation procedures.
f. Dispatch of internal memos and correspondences.

Sept 2019- Nov 2019                HR Intern, KENYA AGRICULTURAL AND LIVESTOCK    
                                           RESEARCH INSTITUTE(KALRO)
a. Created and maintained an employee handbook and other HR documents, ensuring compliance with the company policies and legal requirements.
b. Developed and maintained HR databases and records, ensuring data accuracy and and privacy standards were met.
c. Developed and implemented effective policies and procedures for HR, finance and other administrative functions.
d. Conducted staff performance appraisal.
e. Conducted legal aspects relating to remuneration and compensation.

 June 2021-Dec 2023                               Warehouse Assistant, Victory Farms Limited
a. Organized and managed the warehouse operations to ensure that all safety protocols are followed.
b. Oversaw the daily loading and offloading of goods, ensuring that all items are accounted for and stored correctly.
c. Maintained a clean and organized workspace, ensuring that all products are stored properly and safely.
d. Led the implementation of a new inventory tracking system that improved accuracy and reduced stock-outs by a bigger percentage.
e. Coordinated with shipping and receiving departments to ensure timely delivery of goods.
f. Trained and supervised a team of warehouse workers to ensure that all tasks are completed accurately and on time.
g. Processed and audited inventory data, ensuring that all records are accurate and up to date.
h. Resolved customer complaints in a timely and professional manner.
i. Used a forklift to move heavy items around the warehouse and inside the cold room.
j. Did daily warehouse fish sales and stock reconciliation.
k. Picked and packed orders in the most efficient ways and tracking the orders to ensure they reach the customers
l. Performed quality checks on items to ensure compliance with regulatory standards and customer requirements.
m.  Did weekly stock takes for stock reconciliation purposes


__________________________________________________
EDUCATION

2017-2021                  Diploma in Human Resource Management, Ol’lessos      Technical Training Institute.
· Diploma in Human Resource Management.
2011-2015                  KCSE, Obwolo Secondary School
· Did my KCSE and attained a C+ grade.

2004-2011                     KCPE, Kunya Primary School
__________________________________________________
TRANSFARABLE SKILLS AND COMPETENCIES            
· Interpersonal skills.                    
· Ability to work with ERP system
· Ability to multitask
· Numeracy skills
· Warehouse management skills
· Reconciliation skills
· Computer skills
· Stock control skills
· Organization skills 
· Leadership skills
· Microsoft word, Microsoft excel and Microsoft office.
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Quality Assurance Supervisor, Victory Farms
Email; vincentiouse@yahoo.com
Tel: 0780080685
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Tel: 0723842905

