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ccynthia.chepkemoi@gmail.com
PO Box 24-20204, Kericho, Kenya
+254715282823

Career Objective
Eager to apply recently learnt knowledge and skills acquired. To secure a position in challenging environment a looking forward to making a result-oriented contribution towards completion of work with extensive knowledge and rich experience aiding in consistency monitoring the progress of work robust data collection.

Educational Background
Karatina University (2020-2024)
· Bachelor of Arts in Criminology, Criminal Justice, and Public Safety
Moi Siongiroi Girls’ High School (2016-2019)
· Kenya Certificate of Secondary Education(KCSE)
Tebes Academy (2008-2015)
· Kenya Certificate of Primary Education (KCPE)

Professional Experience
Kericho Law Courts
Attaché (May 2023 - July 2023)
· Attended court sessions to record hearing and mention dates, prepared court summons, warrants, and release orders.  
· Analyzed data on criminal acts and trends, reviewed court reports, and processed documents for enhanced tracking.  
· Monitored case statuses within the Case Tracking System (CTS) to ensure updated information on pending cases.  
· Drafted legal documents, managed the court diary, and liaised with court registries to gather necessary data.
Koskei E and Co. Advocates
Legal Assistant (May 2022 - July 2022)
· Sorted and processed court documents, ensuring accurate updating in record systems for easy identification and follow-up.
· Reviewed documents for records, attended training sessions, and expanded legal knowledge.  
Koskei E and Co. Advocates
Legal Intern (June 2021 - September 2021)
· Interacted with clients to gather information, assisted with case management, and ensured accurate filing.  
· Conducted legal research on case laws, statutes, and precedents, and drafted pleadings, contracts, and briefs.  


Chelal Tea Factory
Security Officer (January 2020 - August 2020)
· Served as a security officer, maintaining safety and security in the factory’s security department.
Key Qualifications
· Legal Knowledge- Proficient in legal procedures, terminology, and court records management.  
· Technical Proficiency- Skilled in data entry, document management, and use of computer applications.  
· Communication Skills- Effective communicator with fluency in English and Kiswahili.

Core Competencies
Strong communication and interpersonal skills  
Ability to work under pressure with composure  
Excellent teamwork and collaboration abilities  
Self-motivated with high integrity and reliability  
Proficient customer service skills

Hobbies
Watching criminology documentaries
Conducting research on legal topics
Community engagement and volunteer work

Referees
1. Fred Gichora
Records Manager, Kericho Law Courts
Email: gichorafred@gmail.com
Phone No.: 0728374004
2. Dr. Fr. John Mbai Muthee
Karatina University
Email: jmbai@karu.ac.ke
Phone No.: 0722850277



