CURRICULUM VITAE
	Name of Firm:
	Practical Action Consulting

	Name of Staff:
	Jennifer Karunguru

	Current Address
	P.O. Box 39493 00623
Nairobi, Kenya

	
	

	Contacts:
	Tel: +254 (20) 2713540/9313 , Fax: + 254(20)2710083   

E mail: jennifer.karunguru@practicalaction.or.ke                                                

	Nationality:
	Kenyan

	Languages: 
	English, Kiswahili

	
	


Academic Qualifications

ICM (Institute of Commercial Management):  Advanced Diploma in Project Management
ABE (Association of Business Executives):  Diploma in Business Administration
Advanced Diploma in Secretarial Course
Certificate of Participation in: 

· Successful Customer Handling Skills 

· Public Relations: How to Win Friends And Influence People 

· The Professional Secretary and Information Technology 

· Effective Telephone Handling Skills

· Business Communication Skills – The Best Practices

· Office Administration And Management

· The Effective Receptionists Skills

· Finance And Accounting for Secretarial and Administrative Staff

· Organisational Skills- Handling Seminars and Workshop Logistics

Computer Skills

Has knowledge and working experience with the following computer packages.

· Microsoft Word/Excel/Microsoft Works
· Windows XP
· Using Electronic Mail

· Internet Access

· Publisher/Ms Power point
Professional Work Experience

July 2007 – Todate
Projects Assistant – Practical Action Consulting, EA
Duties and Responsibilities
· Do all administrative duties within PAC EA - In doing so am proactive in relieving the team of routine duties - including financial reporting, coordination and sourcing for logistical support (such as arranging for marketing meetings, among others), etc.

· On a continuous basis, developing, organising and updating detailed database of associate consultants to deliver projects

· Progress tracking and ensuring timely submission of reports to clients

· Maintaining a full inventory of all consultancy assignments
· Ensuring that the weekly reports are prepared and submitted to the UK as per the agreed timetable.
· Developing and maintain consistent filing system of PAC EA work both in the computer and physical files, as agreed upon with the Consultancy Manager.

· Responsible for  adhering to monthly accruals timetable in liaison with the rest of the team and Finance

· Following up on Contract payments/invoicing

· Managing of selected projects and Consultants working in projects

· Contact point for external technical enquiries

· Responsible for management of website information and uploading the same into the PAC, EA section of the web

Nov 2005 – June 2007 
Administrator at Dr. Mutiso’s Clinic – Aga Khan University Hospital 
Duties and Responsibilities
· Preparing all confidential correspondences i.e. Medical reports for the  

    
Patients
· Processing invoices for payments

· Maintaining the office address book and keeping it up-to-date

· Maintaining and updating patients’ records and files

· Preparing papers for meetings, taking minutes of meetings as required; 

drafting letters and e-mails on own initiative; opening incoming mail/e-mail 

and replying to or redirecting where appropriate; despatching mail-outs as 

required.
· Managing and administering all office communication including courier 

services, telephone, fax and e-mail 

· Provide information and assistance as required to staff and clients
July 2002 – Oct 2005
American World University/TEC Institute of Management : Personal Assistant to the MD.

Duties and Responsibilities

· Made routine arrangements for meetings, seminars and special events as requested

· Managed a high and effective filing and retrieval system, resulting in easy access to critical information and streamlined office functioning

· Extensive liaison with a wide range of people including Directors of different 

companies, and a wide range of external individuals and agencies
· Maintained and updated students’ records and files

· Managed and administered all office communication including courier services, telephone, fax and e-mail 

· Provided information and assistance as required to staff and visitors

· Ensured that all office equipments are regularly serviced and maintained

· Maintained supplies of stationery for the office and keeping record
· Maintained the office address book and keeping it up-to-date

Aug ‘98 –July 2001
United Nations Commissary




Senior Secretary to the Senior Project Manager

Duties and Responsibilities

· Managed and Administered all  Office Communication including Courier services, Telephone, Fax And E-Mail 

· Provided information and assistance as required to Staff and visitors

· Made appointments and travel arrangements (Flights, Visas & Accommodation) for the Management Staff and visitors
· Ensured that all office equipments are regularly serviced and maintained
· Ordered and kept record of the office stationery

· Arranged meetings and appointments as requested

· Ordered and followed up supplies for the commissary from our various suppliers around the world and obtaining catalogues from them

· Followed up necessary documentation for consignments

· Managed the filing systems

· Maintained the office address book and kept it up-to-date
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