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Nationality: Kenyan
Gender: Female
Religion: Christian
ID NO:42332467
County:Machakos
Mobile :0768982821
Email:rhodawayua2003@gmail.com
Professional summary
A hardworking ambitious and dynamic individual with a strong commitment to excellence. Highly adaptable and able to work efficiently in fast-paced and demanding environments .Dedicated to delivering results, upholding moral values, and making a positive impact in both professional and community setting.
Experience 
Assistant administrator
Kenyatta National Hospital(KNH),Nairobi
January-March 2025
· Managed official hospital email correspondence, ensuring timely and professional responses.
· Handled incoming phone calls, proving accurate information  and directing inquiries to relevant departments.
· Dispatched outgoing document  and ensured proper routing to intended recipients.
· Received ,recorded and tracked incoming document for accurate filling and reference.
· Supported day-to-day administrative operations contributing to smooth departmental workflows.
· Performed general administrative duties to support hospital operation .

Education background
Diploma in Business Administration(DBA)
Kiriri Women’s University of Science and Technology
May 2024-August 2025
Kenya Certificate of Secondary Education(KCSE)
Ngiini Secondary School
2018-2022
Kenya Certificate of Primary Education(KCPE)
Kaliakakya Primary School
2010-2017

Certification
Certificate in computer Packages
Rockytech institute,2023
Modules covered: Microsoft Word,Microsoft Excel, Microsoft Power point, Microsoft Acces,Internet & Email, Typing skills.

Skills
· Communication Skills(oral & written)
· Strong interpersonal and team work skills.
· Strong leadership abilities.
· Action-oriented, self motivated and proactive.
· Ability to adapt quickly to new environment and challenges.
· Results-driven, fast learner and eager to acquire new skills.

Interest
· Reading business and leadership books.
· Volunteering in community project.
· Mentoring young people .
· Learning new computer applications.
· Team sports like football.
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