Denis Owino Ochola
Post Office Box 40313 00100
Nairobi, Kenya
4th September, 2024

To 
[bookmark: m_-3138885350341261345_30]The Employee Resourcing Section

Dear Sir/Madam,

REF: APPLICATION FOR THE POSITION OF PEOPLE AND CULTURE MANAGER 

I hereby kindly forward my application for the above in your organization. Currently pursuing Master of Science Human Resource Management (Course work completed) and holding Bachelor of Business Administration and Management (Human Resource Management Option) Higher Diploma in Human Resources Management and Diploma in Business Administration, Certified Human Resource Professional-Kenya and Certified Human Resource Auditor. Currently, I am working with KEMRI-CMR-RCTP-FACES PROGRAM as Human Resource Manager. Attached is a copy of my most current curriculum vitae.
I am promising that when offered an opportunity I will of corporate objective and add value to the organization by bringing in professionalism, innovation and creativity, teamwork, unity, integrity a,nd trust. I am promising to abide by the pre-set policies, procedures, philosophies rules and regulations thus assist in the achievement of the statements, aims, missions, values and strategic. 
I now remain looking forward to hearing from you soon and ready to be invited for an interview where I will get an opportunity to show my portfolio of work. Thanking you in advance.

Yours Sincerely,
[image: C:\Users\Daniel\Desktop\Signature.jpg]
Owino Ochola Denis



	





CURRICULUM VITAE
PERSONAL DETAILS                                        

Address                           Denis Owino Ochola        
                                        P.O. Box 40313 00100
                                        Nairobi, Kenya.
E-mail                             denisochola@gmail.com
Mobile No.                      +254 736 926 205/723 926 205
Skype Address	denis ochola
Date of birth                    12th August 1978
Nationality                       Kenyan 
Marital Status                  Married
STRENGTH                                                
· Has Diploma in Business Administration, Higher Diploma Human Resource Management, BBA& Management –HR, CHRP-K, Certified HRA, MSC –HR (Course Work Completed) and more than 15 years in Human Resource management space as Human resource generalist in several industries including banking and Finance, Construction, Savings and Credit, Programs, research among others.
· Well Conversant with and operationalization of Kenyan labour laws, Human Resources Information Systems-ERP(Navision) and MS Office
· Has practical experience in development of human resources forms, policies, procedures, strategies and their implementation including review.
· Experienced in Employee resourcing and talent planning, Employee relations, Performance and reward management, Health and safety at work place, Training and development process management, Induction and orientation, Personnel data management and records, Personnel administration (leave management, statutory and non-statutory deductions, travel management, insurance)
· Well conversant with Employee Performance Management, Human Resource metrics, payroll administration, employee welfare, Human Resource budget developing and tracking, conflict resolutions, change management, reorganization and restructuring, employee guidance and counseling, contracts management and ISO certification, administration of employee financial and non-financial benefits
·  Highly self-motivated, self-driven, team player and ready to multitask and works well under pressure
· Strong interpersonal skills, ability to work long hours, meet strict deadlines and operate anywhere within and even outside the republic of Kenya.
· Full member of institute of Human Resource Management –Kenya with Practicing Certificate







PROFESSIONAL EXPERIENCE                                    
NOVEMBER 2017-DATE KEMRI-CMR-RESEARCH CARE AND TRAINING PROGRAM 
Position: Human Resource Manager
· Developing Human Resource strategies by identifying and researching human resources issues; contributing information, analysis, and recommendations to organization strategic thinking and direction; establishing human resources objectives in line with organizational objectives.
· Implementing human resources strategies by establishing department accountabilities, including talent acquisition, staffing, employment processing, compensation, health and welfare benefits, training and development, records management, safety and health, succession planning, employee relations and retention, EEO compliance, and labour relations.
· Managing human resources operations by recruiting, selecting, orienting, training, coaching, counselling, and disciplining staff; planning, monitoring, appraising, and reviewing staff job contributions; maintaining compensation; determining production, productivity, quality, and customer-service strategies; designing systems; accumulating resources; resolving problems; implementing change.
· Developing human resources operations financial strategies by estimating, forecasting, and anticipating requirements, trends, and variances; aligning monetary resources; developing action plans; measuring and analysing results; initiating corrective actions; minimizing the impact of variances.
· Accomplishing special project results by identifying and clarifying issues and priorities; communicating and coordinating requirements; expediting fulfilment; evaluating milestone accomplishments; evaluating optional courses of action; changing assumptions and direction.
· Supporting management by providing human resources advice, counsel, and decisions; analysing information and applications.
· Guiding management and employee actions by researching, developing, writing, and updating policies, procedures, methods, and guidelines; communicating and enforcing organization values.
· Complying with all legal labour requirements by studying existing and new legislation’s; anticipating legislation; enforcing adherence to requirements; advising management on needed actions, Program closeout.
JUNE 2017-OCTOBER 2017 KIMISITU SACCO SOCIETY LIMITED
Position: Human Resource and Administration Manager
· Develop and monitor implementation of effective human resources strategies and policies in line with the Sacco strategy.
· Recruit, deploy and retain quality talents for the Society for optimal alignment of Human Capital to the strategic mandate. 
· Coordinate organizational training needs assessment and plan training and development interventions in line with the overall strategy for improved performance.
· Develop and maintain a cohesive and flexible performance-based culture that will deliver on the Society’s objectives. 
· Review the Society’s organizational structure for optimal establishment to support business processes and ensure effective manpower and succession planning. 
· Develop and maintain competitive remuneration and grading structures.
· Develop and maintain robust administrative systems on records management, transport, and office maintenance. 
· Manage employee relations, welfare, safety, and health to foster a conducive work environment and ensure legal compliance.
· Coordinate and supervise the administrative function and outsourced services of the organization including security services, management of the office premises, facilities and all office equipment and property and ensure safety in the work place and provision of working tools.
· Provide strategic direction on administration of the Society through development and implementation of administrative strategies, policies, procedures, and systems. 
· Supervise direct reports work and other administrative matters. 
· Review performance of direct reports. 
· Identify training needs for direct reports. 
· Participate in the recruitment of staff within the department, mentor and coach staff. 
· Maintain and monitor the integrity of the Human Resources Information Management Systems for accurate employee data.
· Develop and monitor implementation of the Human Resources and Administration Departmental budget for cost management.
· Provide leadership and ensure efficient and effective management of staff and resources in the HR department. 
· Coordinate and ensure the successful implementation of change management initiatives. 
· Ensure implementation of management directives on administrative matters.
MARCH 2012-MAY 2017 MHASIBU SACCO SOCIETY LIMITED
Position: Human Resource and Administration Manager
Human Resource
· Coordinate and support staff recruitment and orientation, preparation of employment contracts, reference checks, confirmation and contract renewals.
· Prepare HR reports such as staff leave, turn over, confirmation status, etc.
· Maintain and update personnel information
· Identifying improvements to Core HR processes through improved use of technology
· Implement process improvements including designing solutions for current problems such as notifications and report availability.
· Running and building all new reports, Business Intelligence from the People systems, making use of the Business Intelligence tools.
· Analysis on projects such as annual salary reviews, performance processes and others.
· Support the HOD in managing and maintaining systems to ensure full utilization of the HR tools.
· Act as a risk champion with HR to ensure that processes and data are effectively designed to mitigate risk.
· Identify and manage data flows within HR and within the wider business
· Update and create improvements to the reporting suite to give managers and HR partners access to information on request.
· Employee performance management using Balance Score card
· Supporting the wider HR function including Directors, HR Partners.
· Oversee the annual appraisal of staff members, review of performance benchmarks and preparation of the performance benchmarks for the new period
· Ensure that the staff files are complete in every aspect
· Lead in staff recruitment; this includes developing job descriptions and person specifications, repairing job adverts, checking application forms, shortlisting, participating in interviews and selection of candidates when necessary.
· Develop and implement policies and manuals that relates to the human resource function.
· Interpret and advice on labour and employment laws and ensuring that the Sacco complies to them.
· Deal with grievances and implement disciplinary procedures
· Analyze training needs for staff in conjunction with managers and ensure that staff participate in identified training programs
· Maintaining suppliers service level agreements
· Recommend any other improvements that need to be made and any other aspects that will make The Sacco the employer of choice
· Any other relevant duty as may be assigned from time to time
Administrative
· Oversee effective administration of the organization by supervising the administrative assistants and customer care staff.
· Conduct routine administration of staff medical and pension schemes
· Coordinate insurance of Sacco assets and maintains contract for all Insurance
· Coordinate filling of Sacco records
· Oversee utilization of Sacco assets and protection of the assets by the staff to whom they are entrusted
· Oversee procurement role in the Sacco and ensure proper documentation. Liase with providers of various services (courier, security, water, electricity, medical, insurance amongst others) to ensure needs of the Sacco and staff are met.
· Coordinate with section heads and General Manager to plan and finalize the travel arrangements for staff.
· Oversee safety, security and other administrative compliance requirements
· Planning and coordination AGM, Education days and other events for the Sacco









AUGUST 2010-FEB 2012       INTEX CONSTRUCTION LIMITED
Position: Human Resource Officer
Responsibilities
· Co-ordinate the recruitment, selection, appointment, disciplinary action, human resource planning and separation process
· Administer assigned functions, such as classification review, compensation studies, employment analysis, leave and benefits administration.
· Collect and analyze data.
· Track trends and developments in assigned functional areas.
· Conduct studies, perform research and prepare reports.
· Review, interpret and recommend policy, process or program improvements.
· Participate in working groups, councils and committees.
· Ensure compliance with rules and regulations.
· Assist with payroll administration.
· Manage special projects.
· Train employees on various topics.
· Co-ordinate the internal communication, manage the human relations and industrial relations, provide guidance and counsel and act as a link between the staff and management to maintain an informed and motivated human resource.
· Conduct training needs analysis, design and implement new training solutions for the staff and evaluate the training programs to have improved budgets, increased profits and improved morale. Follow up with Directorate of Industrial Training (DIT) that is, payments, renewals and reimbursements.
· Management of staff exits in compliance with the law.
· Plan develop and implement sound human resource policies, procedures and strategies aligned to the business strategies to support the smooth running of the company’s operations. 
· Handling occupational Health and Safety in all our sites.
· Manage the human resource records, leave, lunches, medical reimbursements, ensuring statutory compliance with the Labour Laws of Kenya and other requirements.
JUNE 2010-AUGUST 2010      FIDELITY COMMERCIAL BANK LTD
Position:  Assistant Human Resources Officer
Responsibilities
· Compiling all human resource related reports
· Preparing, dispatching, extending, renewing all appointments
· Handling staff loans both secured and unsecured
· Handles recruitment that is preparing documents, contact candidates, interview and follow up on candidate’s references.
· Preparing annual training chart of all the staff in the organization.
· Handles labour laws in consultation with the company’s legal department.
· Assist the staff on joining the registered provident fund schemes e.g. national hospital insurance fund, national social security fund and personal identification number.


	Jan 2004 -Dec2008          
	 Yastat Kenya Limited
	Human Resource and Administration Assistant

	 April 2003 - Dec 2003    
	 Tree Shade Motors Limited  
	Sales and Marketing Representative

	Jan 2002- Feb 2003     
	Maseno Fast Food Café                              
	Cafe Manager

	Jan 2000- April 2000        
	CMC Motors Group- Kisumu Branch         
	 Attachment

	March 1998- Dec 1998    
	Premier Knitwear Limited                          
	Office Clerk



ACADEMIC QUALIFICATIONS                                    
	Currently (Course Work Completed)               
	· Jomo Kenyatta University of Agriculture & Technology (Course work completed)
	· Master of Science in Human Resource Management

	August 2023	
	· College of Human Resource Management
	· Certified Human Resource Auditor

	December 2021
	· College of Human Resource Management
	· Certified Human Resource Professional -Kenya

	April 2013                          
	· St. Paul’s University
	· Bachelor of Business Administration and Management-Human Resource Option

	Nov 2007        
	· The Kenya Polytechnic University College   
	· Higher Diploma in Human Resources Management

	Nov 2001                      
	· Mawego Technical Training Institute
	· Diploma in Business Administration

	Dec.1997                              
	· Kisumu Boys High School
	· Kenya Certificate of Secondary Education (KCSE) C+










OTHER TRAINING/SEMINARS/CONFERENCES/WORKSHOPS               
 
	PERIOD
	TRAINER
	COURSE

	SEPTEMBER 2023
	ACADEMY OF HUMAN RESOURCE PROFESSIONALS-KENYA
	Certified Human Resource Auditor

	OCT 2022
	IHRM(K)
	26th Annual National HRM Conference

	MAY 2019
	IHRM(K)
	6th Annual HR Congress

	JUNE 2018
	USAID/PEFPAR
	Gender and Sexuality Diversity Training

	NOV 2016
	ICPS (K)

	Effective Minutes Writing


	OCT 2016

	Management University of Africa     
	Public Relations &effective Communication

	SEPT 2016
	Fire Snow Ltd
	Work Place Fire Safety Course

	JUNE 2016
	AMG Kenya
	Change Management

	JUNE 2016                   
	KUSCCO
	Board Induction to Sacco Leadership

	MAY 2016                     
	IHRM
	3rd Annual Congress



	OCT.2015    
	IHRM
	· 19th Annual National HRM Conference

	MAR 2015
	Institute of Directors (Kenya)
	· Board Evaluation and Strategy 

	SEPT 2014                
	Coop Bank Consultancy
	· Fraud and Forgeries; Detection and prevention Course

	AUG 2014        
	IHRM
	· Labour Laws 2007

	MAR 2014            
	Coop Bank Consultancy 
	· Anti-Money Laundering and Economic Crimes

	MAR 2014             
	Registrars Ltd
	· Practical skills in writing minutes, preparation of board papers, and follow-up for action plans.

	NOV 2013                   
	Osyris Wellness Consultancy
	· Employee Counseling and Personal Finance Management

	SEPT 2013                  
	The Ethics & Integrity Institute
	· The change management workshop

	JULY 2013                   
	Institute of Directors (Kenya)
	· Corporate Governance

	JUNE 2013                  
	Coop Bank Consultancy
	· Selling Skills

	JUNE 2013                  
	KUSCCO 
	· Driving Customer Care & Service Excellence Seminar

	APRIL 2013                 
	IHRM 
	· Talent Management

	DEC   2010    
	Core Occupational Solutions
	· Occupational Health and Safety



MEMBERSHIP                                            
Institute of Human Resource Management –Full Member N0.02801

HOBBIES                                                
Voluntary creative involvements, community service, charity work.
REFEREES                                                
	Mr. Jack Gudo
Chief Executive Officer
United Nations Sacco 
P.O. Box 2210 - 00621
Nairobi, Kenya.
jackgudo@yahoo.com
Cell +254 733 814 000
	Dr. Francesca Odhiambo
Co-Investigator
Research Care and Training Program
P.O. Box 614 0100                   
Kisumu, Kenya.                 
akothf@gmail.com
Cell +254 722646783
	Mr. Eric Usher Oyare
Accountant
Northern Aid
P. O. Box 16762 00100
Nairobi, Kenya.
coyarerick@gmail.com
Cell+254 780 324 360
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