CURRICULUM VITAE
	PERSONAL DETAILS 

	
	Names: Namunyak Quinina Nassei
Nationality: Tanzanian
Age: 32

	CONTACT INFORMATION

	
	Permanent postal address:
Quinina Nassei Namunyak 
P.O. BOX 34660,
Dar es Salaam, Tanzania.
Cell phone: 0767963874 or 0787797748
Email: qnassei@gmail.com/qnamunyak@gmail.com

	HIGHER EDUCATION 

	
	Dates: October 2003-  July 2004 

Institution Name: Institute of Accountancy Arusha
Award: Certificate in Accounting and Finance
Dates: October 2004- July  2007

Institution Name: Institute of Accountancy Arusha
Award: Advanced Diploma in Accountancy

	
	SECONDARY AND PRIMARY EDUCATION

	
	Dates: January 1991- November 1998

Institution Name: Ngong’ Hills Academy, Ngong’, Kenya

Award: Kenya Certificate of Primary Education
Dates: January 1999- November 2002
Institution Name: Moi Girls High School, Nairobi, Kenya

Award: Kenya Certificate of Secondary Education

	PROFESSIONAL EXPERIENCE

	Company Name: Twaweza East Africa -2015 to 2016
Job Title: Operations Assistant (Back up Contracts Manager, Banking Accountant and Front Office Manager)
Duties:
· Provide effective support to respective operations unit staff and beyond as necessary.

· Manage information and communication flow between Operations team, staff and external parties, Including correspondence, telephone and visitors.

· Support in ensuring the Operations unit functions and communicates effectively, including Monthly bilaterals, progress dashboards and taking crisp, readable notes and minutes.

· Support Operations team by preparing relevant unit and bilateral meetings regionally including Uganda and Kenya operations staff, as well as other meetings involving Operations team, are well organized and related documents finalized and sent on time.

· Review and scrutinize key documents, contracts and unit reports reaching Managers for quality, accuracy and compliance with policies and systems, and advise accordingly.

· Draft letters and undertake basic correspondence 

· Systematically review policy and procedures compliance at Twaweza.

· Ensure files and documentation (physical and electronic) for Operations unit is well organized and completed.

· Cooperate and coordinate with Operations team to ensure effectiveness, efficiency, responsiveness and good humor in Operation’s team.

· Advice and support Operations team on work related issues as needed.

· Successfully implement all work responsibilities and assigned activities in work plans and budgets, consistent with Twaweza Policies.

· Contribute effectively to planning, monitoring, and reporting, information dissemination of Twaweza’s work.

· Collaborate with Twaweza staff across units and countries in a spirit of mutual respect and cooperation to get things done.

· Communicate your work through active use of internal platform (SalesForce), electronic calendar (Gcal) and being electronically available on skype as per Twaweza requirements.
· Support in various recruitment processes and setting up of Interviews for interns, consultants and 
               Potential new staff. Preparing Interview assessment summaries, interview packages, reference checks etc
· Support the finance unit as the backup banking accountant to support Stanbic Online Payments
· Prepare Payment Vouchers, Requisitions, Local Purchase orders where required in the absence of Administrative Assistant and Officer
· Support as the backup receptionist wherever Receptionist is off duty
· Support as back up Contracts Administrator in their absence.
Company Name: Coca Cola Kwanza Limited 2012 – 2014 
Job Title: Certified  Executive Assistant (Procurement, Manufacturing and Logistics Department)
Duties: 
·  Handle incoming calls and queries on behalf of the managers

·  Liaise with staff, clients, and suppliers and follow up with finance that payment processed timely.

·  Receive visitors at all levels of seniority

·  Liaise with internal customers and suppliers on behalf of the  team  

·  Manage and maintain manager's diary appointments and  travel schedule

·  Schedule, coordinate and confirm meetings

·  Plan, organize and coordinate events, meetings and functions as and when required

·  Organize travels and complex travel itineraries

·  Complete travel authorizations

·  Take Minutes in weekly operational review meetings and Country Management weekly meetings 

·  Manage office expenditure and create purchase requisitions on SAP  software 

· Liaise with finance and Procurement team on Local purchase orders and timely payment of invoices 

· Process travel claims , work permits, CTAs and Invitation letters for expatriate directors  and visitors

· Assist in preparation of departmental budget and ensure that costs are managed as per monthly 

rolling estimate

Company Name: Coca Cola Kwanza Limited  2010-2012 
Job Title: Front Office Manager                                                           
Duties:
· Ensuring efficiency in the front office of the plant

· Listening to customer enquiries and acting upon them 

· Receiving visitors and directing them to the various departments

· Receiving phone calls both external/internal and providing assistance where necessary

Company Name:  Suave Ventures Ltd 2009-2010
Job Title : Sales ,Administration and Finance Associate -2009-2010
Duties :  
· Respond efficiently to enquiries for suave ventures products 

· Contact potentials clients to understand and quantify their requirements and budgets 

· Prepare proposals and quotations for provision of our services for potential clients, 

· Maintain up to-date information on all customer interactions in the database 

· Prepare invoices, VAT returns ,basic accounting,  keeping records of sales targets

Company Name:  O’ willies Safaris Ltd 2008-2009
Job Title: Personal  Assistant to the MD Cum Accounts Assistant
Duties :  
· Recording and following up on company activities especially in areas of maintenance and controls

· Entering data into the accounts Package,  Organizing bookings and meeting diary 

· Filing information in correct areas and up keeping records, answering company calls

Company Name:  Desktop Productions 2007-2008
Job Title: Accounts Assistant (Graduate Trainee)
Duties : 
· Preparation of invoices, purchase orders, sales and purchase Invoices, cheques and tally data entry.

· Maintenance of fees database, general correspondence by telephone, fax, mail, e-mail and filing.

· Preparation of Petty Cash reports daily and petty cash handling, check preparation

· Preparation of the Payroll, VAT and NSSF under supervision. 

Company Name: United Nations International Criminal Tribunal For Rwanda 2006-2007
Job Title: Financial  and Legal Intern
Duties :

· Preparation of memos for payment of lawyers and assessment of fee statements and expenses.

· Recording and maintaining of fees database, Basic accounting, petty cash handling

· Support defense unit in all administrative and financial work assigned by supervising legal officer.

LANGUAGES
Excellent written and spoken English and Swahili.

COMPUTER SKILLS

Proficient in MS Office Packages, SAP Software, Salesforce chatter and Workflow, Tally and QuickBooks.
REFEREES:
1) Mr. Nicholas Ochieng’  Oyottoh, 
   Operations Manager  (Logistics Department)
   Coca Cola Kwanza/ General Manager Zanzibar Bottlers,  
   Tel.+255 789333714,
   Email: noyottoh@tz.ccsabco.com
2) Harris Galakpai Beyan 
   UNICTR – Head of EDP 
  Tel :+255754281369
   Email: harrisbg@yahoo.com
3) Ms. Pushpa Vishani  
  
Human Resources Associate
  Twaweza East Africa 
  Tel: +255715279596
  Email : pvishani@twaweza.org 
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