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	Personal Information
	

	
	
	
	
	

	Name
	Hassan Athman Mwarora
	

	Tel
	+254724744599
	
	Marital StatusMarried

	Email
	hsnathman@gmail.com
	

	Career Objective
	
	
	

	
	
	
	
	


To enhance my working capacities, professional skills, business efficiencies and to serve my organization in best possible way with sheer determination and commitment.

Education Background

Currently doing my CHRP

	2018 to date
	College Of Human Resource Management

	
	Certificate In HR Practioners Diploma

	2011-2014
	Jomo Kenyatta University Of Agriculture and Technology

	
	Bachelor of Commerce (Human Resource Option)

	2006-2009
	Sheikh Khalifa bin Zayed al Nahyan Secondary School

	
	Kenya Certificate of Secondary Education (KCSE)

	1998-2005
	St. Peters Mumias Boys Primary School

	
	Kenya Certificate of Primary Education (KCPE)


Work Experience

· Jan 2020-Date Roofings Kenya Ltd Position; Human Resource Manager
· 2018- Dec 2019 Consolbase Ltd Position; Human Resource Manager
· 2016-2018 Consolbase Ltd Position; Human Resource Officer
· 2014-2016 Consolbase Ltd Position; Human Resource Assistant
· Feb 2014-July 2014 Bamburi Cement Msa Plant Position; Human Resource Intern
· Sept 2013-Dec 2013 Sarova Whitesands Position; Human Resource Intern.
Current duties:
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Key responsibilities and accountabilities:

Recruitment and selection Function

· Assist Heads of Department to recruit and maintain a talent pipeline

· Assist in the preparation and management of job descriptions, specifications and vacancy announcements

· Receive applications and assist in conducting interviews.

· Conduct candidate due diligence and background checks with referees.

· Preparing offer letters, employee contracts, conformation letters, transfer letters, dismissal letters and other form of employee communication taking into account labour law guidelines.

· Ensuring timely renewal of contracts and work permits for both local and expatriate staff.

· Providing advice and assistance in writing job descriptions as well as developing a framework to analyze the organization structure and identifying ways to make it more effective.

· Conduct Job Analysis and evaluation of departments.

General HR Administration

· Coordinate payroll services
· Coordinate payroll inputs (incentives, time sheets, commissions)

· Compile appointment and exit statistics

· Management and organization of all personnel files

· Management of leave and absence tracking

· Coordinate and participate in all employee relations activities

· Development and implementation of HR policies and processes to meet the company’s aspirations on talent management and career development

· Assist and participate in remuneration and benefits improvement initiatives to ensure competitive edge of the company

· Keep an up to date staff database – current addresses, next of kin details etc

· Liaise with medical aid and pension benefit service providers where applicable.

Performance Management Function

· Oversee the administration of monthly incentives.

· Assist Heads of Department in tracking and assessing talent pool trends and key performance Indicators

· Prepare performance review plans and cycle

· Advise on performance review measures

· Ensure that Probation objectives are set and follow-up on probation assessment for timely decision making.

Support and Assistance

· Support, assist and motivate supervisors

· Handle employee grievances, disciplinary and counselling processes

· Assist in appraisals, staff career development and talent improvement

· Support, advise and mentor Staff Committee

· Support HODs with disciplinary procedure

· Resolve ethics crisis, that occur in the working environment
Other Awards and Achievements

· QMS ISO 9001:2015 Internal Auditor & Merging QMS & Business Strategies Course (Bureau Veritas)
· Occupational Health and Safety Committee Training Course (Bureau Veritas)
· Business Decision making with cases Course (Richard Ivey School of Business &JKUAT) Page 2 of 3
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· Kenya Labour Laws Compliance (Institute Of Human Resource Management)
	Hobbies:
	

	Playing football, Swimming, Travelling
	

	Referees
	
	

	1. Mwabonje Tunje
	2. John Mucheru

	Workshop Manager Consolbase ltd
	COO-Roofings Kenya Ltd

	Cell: +254-721-632662
	Cell: +254-745 077 366

	P.O BOX 82324 – MOMBASA
	P.O BOX 16923- MOMBASA

	3. Stephen Okiki
	

	Assistant Hr-ESL
	

	Cell: +254-713-568306
	

	P.o Box 1922-80100-Mombasa
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