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JORAM NJOROGE MWANGI
Email:njorojay@yahoo.com
Mobile: +973 36480639 

Villa 479, Road 3308, Block 333, Manama

Kingdom of Bahrain

Personal Details


Nationality

:
Kenyan

Sex


:
Male

Marital Status

:
Single 

Passport Number
:
AK0320381
Languages 

:        Fluent in English, Basic French
Driving License       :
Bahrain Driving License 
Personal Statement

To become a long term and loyal employee and actively participate in ensuring goals and objectives are met, I am a result oriented gentleman with a strong and proven track record of excellence ingeneral management, supervision,administration, accounts, purchasing, inventory, business development and recruiting
Skills
· Administration and Office Management,
· Advanced Computer Skills 
· Accounting ,Inventory and control
· Purchasing and Procurement
· Business Development, Sales and Marketing
· Finance Management
· Human Resource, Training and Recruitment
· Communication and problem solving skills
· Result Oriented–I have always managed to meet goals and objective within a prescribed budget and period of time
Core Achievement

· Pre-opening experience (managed to open and run four individual outlets successfully)
· Came up with an operational accounting, Stores and Control System, which generates sales reports as well and successfully implemented it in my current company

· Designing collaterals including certificates,banners and power point advertisements
· Nominated as employee of the year for five star awards
· Recognized for going above and beyond my duties by organizing staff parties, team building and other extra curriculum activities

Work Experience
2014 August – 2019: Operations /Administrative Coordinator
RamsisW.L.L Bahrain
· Monitoring business operations to ensure customer expectations and company goals are met.
· Evaluate current operational performance and provide strategic plan for improvements.
· Create and implement accounts, controls and inventory systems
· Office management, administration and coordination

· Business development, sales and marketing (grew the business by 70%)
· Implement cost control system (managed to reduce operating cost from 60% to 38%)
· Procurement and purchasing

· Recruiting and training staff
· On site supervision and ensuring smooth running of activities

· Compiling daily and monthly reports
· Liaise between customer and management to ensure smooth operations delivery.

· Manage project tasks to ensure project delivery within allocated budget and timelines.

· Ensure compliance with company standards and procedures.

· Building strong customer relationship through regular meetings and communications.

· Provide direction and guidance to internal teams to achieve performance targets.

· Identify problems in operations process and resolve them in quickly and timely manner.

· Follow standard operating procedures for efficient business operations.

· Maintain clear and accurate operations documents/procedures for reference purposes
2012 Sept –2014 August:Service Associate Coordinator (Supervision)



 Ritz Carlton, Bahrain
· To maximize opportunities for departmental sales and profit

· To ensure effective stock rotation, maintain stock levels and assist with inventory.
· Control and monitor payroll costs by ensuring rotas are compiled in line with forecasted and actual business levels, using company productivity ratios and payroll management.
· Control of departmental operating costs in line with forecasted business levels.
· Carrying out all the office , administration and clerical  task

· Implementing the consistent delivery of superior customer service 
· To be aware of budgeted and actual departmental targets. This to include sales, covers, stocks levels and departmental profits.
· Ensure that a professional impression is created to customers and team members.
· To act on customer feedback including complaints and compliments.
· To ensure charges are raised and settled for services provided in various event 
·  leading and motivating the departmental team to promote good employee morale and ensure a high level of commitment and pride
· Ensuring effective operation on a daily basis, whilst maintaining company brand standards with attention to detail, this includes ensuring shift controls and procedures are adhered to.

· To comply with statutory and company requirements for Health, Hygiene and Safety, Food Safety, Risk Assessmentand ensure all employment legislation is strictly adhered to.
· Always informed of the companies goals and objectives, and those of other departments.

· Operate IT systems in line with company standards where required.
2009Nov–2012 Sept: Assistant Administrative Manager



Sopa Group of Companies, Kenya
Reporting to the General Manager, my duties includes and not limited
· Facility management through conducting daily and monthly inventory
· Finance and Cost Management

· Ensuring that the establishment is making profit and working within its allocated budget through material management, inventory control, and strictly monitoring waste, possible pilferage and other losses contributing towards maximizing yield and profits
· Preparing and compiling daily and monthly reports
· Administration and office management
· Ensuring customers satisfaction and handling requests and complaints appropriately.

· Evaluating customers satisfaction and always striving to exceed their expectations
· Business Development, Sales and marketing

· Maintaining an effective communication network system through timely distribution of information to the concerned departments and individuals in the company

· Facility management through conducting daily and monthly inventory
· Designing and pricing collaterals
· Organizing venues for meeting , special events and seminars
· Allocating duties to staff and ensuring that they are performed on time and accordingly

· Recruiting, training and organizing refresher courses 
· Conducting briefings/ line-ups on daily basis

· Maintain good records of staff  schedule including leave, sick offs, trainees and public holidays

· Attending all management briefings and meetings
2009 May – 2009 Oct: Operations/Executive Assistant to MD
Dorse Company Mombasa, Kenya
Reporting to the Managing Director, my duties include and not limited
· General Office management, administration and coordination
· In charge of all accounts, inventory and procurement correspondence

· Evaluating performance standards by supervising all comprehensive quality assurance system as well as carrying out the documentation needed throughout.
· Ensuring that the establishment is making profit and working within its allocated budget through material management, inventory control, and strictly monitoring waste, possible pilferage and other losses contributing towards maximizing yield and profits.
· Overseeing other possibly upcoming projects ,regardless of their scope or scale, achieving objectives on time and to the desired standard
· Providing a work environment that engenders positive energy, creativity and teamwork among employees by conducting meetings, listening to each department's issues and concerns, and setting a professional example.
· Sourcing for new business and dealing with customers complaints toprovide the best resolution and decisions that will ensure that their expectations are met,as a result creating future business
· Working directly with staff, motivating them by holding regular meetings and training sessions to help them become acquainted with the company’s  policies
· Monitoring and evaluating employee’s performance by conducting regular appraisals

· Responsible for overall planning , monitoring and controlling of all the operation
· Compiling and sending daily/monthly reports to the managing director
· Defining and implementing health and safety policies, procedures and regulations.

2008June-2009May:ExecutiveCoordinator
Patana Institute Kenya
Reporting to the Managing Director, my duties include and not limited
· Monitor and approve departmental budgets and expenditures, aiming to curb extra expenses
· Managing executive calendars, appointments, conferences, and handle traveling details
· Organize meetings, seminars and events, ensuring required materials are available on time
· Perform research work according to provided instructions and ensure that appropriate reports are written and submitted on time
· Review each assigned project to ensure compliance with government regulations and departmental guidelines
· Act as a liaison between the Managing Director, internal and external agencies to ensure proper communication

· Schedule appointments with clients, and ensure that any follow-up requirements are  filled
· Partner closely with individuals to facilitate and track meeting goals, agendas and results
· Plan, organize, support and manage all logistics associated with meetings and travel requests

· Take and type minutes in meetings and ensure that they are properly filed and recorded in predetermined systems

· Oversee inventory and coordinate with suppliers for timely delivery of supplies and equipment
· Provides administrative support to Managing Director facilitating the operations function within the institute including preparing correspondence, reports and other documents 
2002: Polling Clerk (Electoral Commission of Kenya)
Education

2003 – 2007

:      
Moi   University 

Course Pursued
: 
Bachelor’s Degree inManagement 


Major

· Computer Applications
· Financial Management

· Strategic Management 

· Business Administration
· Human Resource Management
Attained

:     
Second Class Honors, Upper Division

Awarded

:     
Bachelor’sDegree

2001 December
:
Shavine Computer College
Course Pursued
:
Computer Studies 

Attained

:
Distinction 
Awarded

:
Certificate

Hobbies & Interest

· Travelling and socializing 
· Reading and watching motivational books and movies
· Outdoor sports basketball, volleyball and football
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