   CURRICULUM VITAE 

KANG’AU ESTHER WANJIKU 	
P.O.BOX 39975-00623 
NAIROBI, KENYA 
0711704820 /0731622360
estherwanjiku152@gmail.com
PERSONAL DETAILS 
DATE OF BIRTH: 20TH May 1993 
ID NO: 29825198 
GENDER: Female 
NATIONALITY: Kenyan 
LANGUAGES: Kiswahili, English

CAREER OBJECTIVE 
Aspiring to secure a position in Human Resource Management where I can maximize my skills in Human Resource practices, people management and put my educational skills into practice all while following the company’s regulations and ethical practices.

SKILLS AND COMPETENCIES 
· Knowledge of Human Resource Management processes and procedures 
· Good people management skills 
· Excellent communication skills 
· Good problem solving skills 
· Interpersonal skills
· Ability to embrace and cope with change 
· Ability to work under minimum supervision 






EMPLOYMENT HISTORY
April 2016-Present
DG WRITERS
Online Academic Writing
· Writing essays on Human Resource Management and Business oriented topics
· Writing reports
· Proofreading written essays
· Editing written essays
March – April 2016
INSTITUTE OF CERTIFIED PUBLIC ACCOUNTANTS OF KENYA (ICPAK) 
DEPARTMENT OF TRAINING AND DEVELOPMENT
· Recording and regular update of members’ continuous professional development (CPDS) in the ICPAK Portal
· Assignment of continuing professional Development and continuing professional Education(CPE) hours 
· Providing general support to the members in updating their CPD hours

November – December 2015
CAREER TRAINING CENTRE
ADMINISTRATION DEPARTMENT
· Preparing and maintaining the petty cash book
· Answer direct phone calls
· Creating and maintaining the filing system
· Providing general support to visitors and clients
· Order office supplies

September – October 2014
MWALIMU NATIONAL SACCO
Human Resource Department 
· Maintaining and updating the employees’ individual files.
· Preparing and submitting of reports 
· Assist in monthly payroll
· Updating timesheets, leave and contract database 

Registry Department 
· Registration of new members 
· Data clean up 
· Client record keeping 
· Filing 
· Arranging and labeling of closed files in the archive room 

Customer Service Department 
· Attending to the members 
· Issuing of loan forms to the members 

PROFESSIONAL QUALIFICATIONS 
Currently Pursuing Higher Diploma in Human Resource Management
 Successfully completed section 1 and 2.
Attended IAT Computer College where I got my ICDL Certificate and my computer skills in 
· Concepts of information technology 
· Using the computer and managing files 
· Word processing 
· Spreadsheets 
· Database 
· Presentation 
· Information and communication 

EDUCATION 
July 2016-July 2017: Higher Diploma in Human Resource Management
September 2012–August 2015: Bachelor of Human Resource and Management, Jomo Kenyatta University of Agriculture and Technology. (Second class upper Division)
February2008–November2011: Kenya Certificate of Secondary Education, Pangani Girls High School (Mean Grade B+ of 71 points). 
January 1999-November 2007: Kenya Certificate of primary Education, Nyawai Academy
HOBBIES AND INTERESTS 
· Reading 
· Researching 
· Socializing and networking 
REFEREES 
1. Molly Mwangi
ICPAK 
P.O. BOX 59963 
NAIROBI
Email: molly.mwangi@icpak.com
Tel: 0786 783364


2. Aggrey .O. Lumumba
      Career Training Centre
      P.O.BOX 13634-00800
      Nairobi
      Email: lumumba@ctc.co.ke
Tel: 0720252565


Ian Mwenda Mugaambi
Fuel Coordinator
Multiple Hauliers East Africa Ltd
Email mugambiian97@gmail.com
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