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CURRICULUM VITAE

M me: Fredrick Karani Ombima

Date of Birth: 1= January 1987

M tionality: Kermypan

25581684

|

Marital Status:  Married

Email: Karanifredrick 22 2@-gmail .com
RO Box Mairobi, Kerya
Languages » English (Very Fluent- Written B spoken).

»  Kiswahili (Mery fluent- Written B spoken).




Education & Training Background:

[ii) Diploma Information Technokogy
Zetech University 200B8-2009.

E Veritas Certification i
® SHE Systemn Intemal Auditors Training

« SHE Systemn Documentation Training

« SHE Systemn Integration Training

» Ocoupational Health & Safety Management Systems Awareness Traini
ng.

Oooupational Health & Safely Managemeant




Company s KEMPOLY) MANURACTLURERS LT O

[Manuf acturers[of plasticware)

Periad = 2007 - 2008
Position o Assistantin IT /Finance Department.
Job Descri s Processing Local Purchase Ordars.
plion #  Processing of Payoll/Master Roll.
& Raw Malerials Inventary Dala Entry.
# Software/Hardware Updating
# General Maintenance of the computers and servers.
e Accounts and IT Book Keeping
Company ZEN GARDEM [CHIMISSE CUISENE REST RAUNTY)!
Periad = 2009 - 2010
Position s ADMINSTRATOR
Job Descri e In charge of prepamtion and payment of salaries
ption * Preparation and submission of statutory deductions i.e. Catering Levy,

Mesl, MWhif and Paye.

s

Running and confirming of Sales reports on a daily basis to the Directo

Making order 5 receiving them then process Payments of the same.
Compiling reports [sales and Expenses) for the external Auditar.
Receiving of Bookings and Reservations.

Following up on payments from our clients

Handling amy dienl’s complaints.

Accounts and Human Resource Management and Book Keeping




Company SPARROW HOME RENOVATORS
[Contractors to DFID:ERITISH HIGH COMMIS SI0N Residen o)

Periad = 20171 -2011
Pasition « ADMINSTRATOR
Job Descri ®  Procurement of materials to be used on sites
ption ®  Supervision of staflf

#  Processing staff payments

»  Arranging logistics and movements of staflf and consumables

& Accounts and Homan Resource Management and Book keeping
Company CONTOUR LTD][Prope by, Developers) [Crescent Business Centre)
Period = 2011 -2012
Pasition & ADMINSTRATOR/PROPERTY MANAGER

* Procurement of materials to be used on sites

®  Supervision of staff

*  Processing staff payments

« Human Resource Management and Book kesgping

s Guiding and explaining lease and purchase terms 1o buyers

* General Management of the building




Company I HASS CONSULT LT D(Real|Estate] Managers/ Devel apers)

2013 —2014

ADMINSTRATOR/PROPERTY MANAGER

Supervision of staff

Processing staff payments

Management and Book keeping

Guiding and explaining lease and purchase terms to buyers

General Management of the building/property







METALCREOWHMS LIMITER (Manufacturers of (Flastic cl

psures & Metal Crowns)

Job Description

12/02,2015- 04,/022019

HUMAN RES0OURCE CLARK/ADMINSTRATOR

# Administration and Human Resource clerical works

#  Supervision of proper House Keeping

# Ensuring that all newly emploved staff have the prope
rstatutory requirement s i.e. ME5F MHIE PIM numbers.

® Administering stall altendance

# |zzuance of leave and pay to staff

# Linking Human Resource Manager with the staff on th
& ground.

® Aranging of logistics to staff and visitors coming in a
nd out.

#  Arranging forwork permit, special pass, alien cards a
nd any other requirements related to the immigrations de
partment on expatriates.

# Preparation before an audit and inspection and imp le
mentation of the same.

® Ensuring that the employees are issued with proper p
arsonal protective equipment to enhance their occupatio
nal health and safety.

# Coordinating with the staff hospital and the insurance
company to make sure the claims are paid.

® Making sure that company fleet of cars and trucks ar

e in good working cond itions.

-



ompany Contacts

METAL CROWNS LIMITED
PO BOX 454 84-007 00

bl ROB I KENYA.

TELOTF XA B 03 SRR
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