


Contents
1	CURRICULUM VITAE	2
1.1	Education and   Key   Qualifications	2
1.2	Training   Related courses attended	2
1.3	EMPLOYMENT RECORD –FULLTIME	2
1.3.1	2010-2014:  Director of Human Resource, Korle Bu Teaching Hospital	2
1.3.2	2008-2010: Principal Training   Officer, West African Examination Council	2
1.3.3	2007-2008: Coordinator, Capacity   Building, Ghana AIDS Commission	2
1.3.4	2006-2007:  Head, HR and Training Consulting, Michael Stevens Consulting	3
1.3.5	2004-2006: Training   Manager, EMPRETEC Ghana Foundation, Accra	3
1.3.6	2002-2004: Training   Expert/Consultant -Wildlife Division Support Project	3
1.3.7	2000-2002: Head of HR and Training, Serious Fraud Office (EOCO)	3
1.3.8	1992-1999: Head, Training   School, Bank for Housing & Construction (in liquidation)	3
1.3.9	1989-1992: Tutor, West Africa Secondary School Accra	4
1.3.10	1986-1989: Environmental Protection Agency /Cooperative Wholesale Unit	4
1.4	EMPLOYMENT RECORD –PART TIME	4
1.5	SAMPLE OF RELEVANT CONSULTANCY    ASSIGNMENTS (2002-2017) 	4



[bookmark: _Toc521870341]CURRICULUM VITAE
0. [bookmark: _Toc521870342]Education and   Key   Qualifications 
· University of Ghana -1982-1986-Bsc Administration (management) 
· University of Ghana -1998-2000- MBA, Human Resource Management
[bookmark: _Toc521870343]Training   Related courses attended 
I have since 1992 Training   related courses such as (a) Training   the Trainer -1996 (b) Training   Skills Development -1997 (c) Advanced Training   Skills -1997 (d) Human Resource Development -1998 (e) Performance appraisal -1998 (f) Certified Training   in Credit Management -2000 (g) EMPRETEC entrepreneurial   skills course -2006 (h) Coaching (2015). 
[bookmark: _Toc521870344]EMPLOYMENT RECORD –FULLTIME  
[bookmark: _Toc521870345]2010-2014:  Director of Human Resource, Korle Bu Teaching Hospital

Worked here as director of HR of the hospital.  During my tenure –(a) Set up a new Human Resource Directorate (b) Carried out detailed Human Resource Audit  (c) Developed and rolled out the Hospital’s Human Resource Information Systems-covering paper records and computer based employee files tracking system (d) Provided critical data, expertise and championed the development of Korle Bu Teaching Hospital strategic plan (e)Developed Human Resource governance framework covering new Conditions of Service, Scheme of Service, HR Policies and Procedures, Position Management and Staffing Norms Analysis etc. (f) Developed the hospital’s Training   policy and procedures. 

[bookmark: _Toc521870346]2008-2010: Principal Training   Officer, West African Examination Council
Had primary responsibility for identifying Training needs and managing Training activities in member countries and coordination of annual appraisal exercises for senior international staff. In this role I provided expertise in the writing of WAEC Strategic Plan and run a number of Capacity   building Programmes.
[bookmark: _Toc521870347]2007-2008: Coordinator, Capacity   Building, Ghana AIDS Commission
The role was primarily responsible for Training and Capacity building strategy; Training needs and delivering Training for clients and service providers of the Commission. In these roles I coordinated and run a number of Capacity building Programmes for the clients and Service providers   of the Commission throughout Ghana.  

[bookmark: _Toc521870348]2006-2007:  Head, HR and Training Consulting, Michael Stevens Consulting 

In this Capacity   I was directly responsible for providing   Human Resource advisory and facilitating Training   needs and Capacity Building Programmes for clients. During my tenure there I Designed and run/facilitated several training and capacity building programmes   in ICT, Financial Modelling, Banking, Office Management, Human Resource Management, Marketing, Customer care and Supervisory skills for several companies.

[bookmark: _Toc521870349]2004-2006: Training   Manager, EMPRETEC Ghana Foundation, Accra

In this role I executed a number of Consultancy assignments and Training /Capacity   building Programmes for SME clients.[footnoteRef:1] [1:  Detailed out in Section 1.5] 


	[bookmark: _Toc521870350]2002-2004: Training   Expert/Consultant -Wildlife Division Support Project  
      


In this role I executed a number of  Training and Capacity   building Programmes for  employees  of  Ghana Forestry Commission (Wild life Division)  in almost all  the  National Parks/Protected Areas of Ghana .

[bookmark: _Toc521870351]2000-2002: Head of HR and Training, Serious Fraud Office (EOCO) 

In this role l (a) Conducted Training   needs assessments of all categories of staff (b) developed Training   Programmes (c) Advised management on Training   policies (d) Designed and run several Capacity   building Programme. 

[bookmark: _Toc521870352]1992-1999: Head, Training   School, Bank for Housing & Construction (in liquidation) 
	
In this  position  I (a) Coordinated and implemented annual performance management  system  (b)Identified Training   needs and Developed Training   plans and  instructional materials  (c)  Run the bank’s Training school as Unit Head/Manager   (d) Developed and run over fifty courses in core banking and marketing of financial services  ( e ) Developed the Bank’s Training   plan/strategy and  (f) Provided internal consultancy services for all branch/line and functional managers on Human Resource  Development   issues.

	


[bookmark: _Toc521870353]1989-1992: Tutor, West Africa Secondary School Accra 

Tutor in Ordinary and Advance Level Business Management from 1989-1992. Assisted in developing the school business Department and by 1992 it was one of the best schools for business options.

[bookmark: _Toc521870354]1986-1989: Environmental Protection Agency /Cooperative Wholesale Unit
Served part of my 	National Service at Environmental Protection Council where I assisted the Head of administration and acted as public relations officer in the absence of the substantive public relations officer.  I completed the rest of the National Service at the Cooperative Wholesale Unit and was appointed Administrative officer from 1988-1989.  
[bookmark: _Toc521870355]EMPLOYMENT RECORD –PART TIME  
I have also worked   as part –time lecturer in the following institutions /subjects –(a) Centre for Business Studies/ Management and Strategic Management-1992 -2002 (b) Zenith University College, Accra /Organisational Management -MBA Level -2008-2014 (c) Institute of Chartered Accountants, Ghana School-Accra   /Management -2002 -2010 and (d) Institute of Accountancy Training /Accra -1989-2002. 
[bookmark: _Toc521870356]SAMPLE OF RELEVANT CONSULTANCY    ASSIGNMENTS (2002-2017) [footnoteRef:2] [2:  These assignments are just a sample of those carried out while working as Training Manager of EMPTRETEC Ghana from 2004-2006 ] 

	1. Position: Training Expert/Consultant -Forestry Commission of Ghana 2002-2004
    


· Client:  Forestry Commission of Ghana (Wildlife Division) 
· Project Description: - Design, deliver   and monitor Training and capacity building programmes under the Wildlife Division Support Project.
· Tasks: During  my two year tenure  as  consultant  I (a) Developed Training   policy and Procedures for the Division(b) Set up a Mobile Training   Unit to provide onsite Training   in all National Parks/Protected Areas  in the country (c) Established a Wildlife Division Training   Committee (d)Developed and run about thirty workshops and Training  and Capacity building  events (f)Carried out Training   Needs Assessment of all categories of staff (h) Carried out a Training   impact assessment of all Wildlife Division Training   Programmes.
· Key outputs at the end of the project: (a) Mobile Training   Unit(b) Wildlife Division Training   Committee (c)Developed and run about thirty courses, workshops and Training   events in almost every National Park/protected Area in Ghana (d) Assessed   Training   Needs Assessment of all staff (e) Various Training Reports relevant including a Training evaluation report for the project.

2. Position:  Training     Manager, EMPRETEC Ghana 
a. Client:  International Organization for Migration (IOM).
b. Project description: Carried out Training   needs analysis, designed and run Training   Programme   for entrepreneurs sponsored by the IOM.
c. Tasks: Carried out a detailed Training   Needs Analysis, designed and facilitated   a course in Basic entrepreneurial skills for Ghanaians who opted to be resettled in Ghana from Italy.

3. Position:  Training   Manager, EMPRETEC Ghana [footnoteRef:3] [3:  I run several   training programmes under the Rural Micro Finance Project ] 

a. Client:  Rural Micro-finance Project (RMFP). 
b. Project description: Training   Programme   for ADRA sponsored by RMFP.
c. Tasks: Carried out Training   needs analysis, designed and run Training   Programme   for Adventist Development and Relief Agency (ADRA). 

4. Position:  Training     Manager, EMPRETEC Ghana 
a. Client:   World Bank/SNV Ghana 
b. Project description: Development Market Place Competition project.
c. Tasks: Designed and coordinated the Capacity   building aspect of the World Bank/SNV Ghana Development Market Place Competition project designed to reward young entrepreneurs.

5. Position:  Training     Manager, EMPRETEC Ghana 
a. Client:   Ministry of Health 
b. Project description: Capacity Building for Traditional Medical Practitioners
c. Tasks: Carried out Training Needs Analysis, designed and run Training   Programme   for GHAFTRAM – the Umbrella body for traditional medical practitioners in Ghana.

6. Position:  Training     Manager, EMPRETEC Ghana 
a. Client:   Busy Internet 
b. Project description: Capacity   Building for young Entrepreneurs on How to set up and manage a Small Businesses 
c. Tasks: Carried out Training   Needs Analysis, designed and run Training   Programme   for Entrepreneurs on how to start business for   Busy Internet.
7. Position:  Training     Manager, EMPRETEC Ghana 
a. Client:   Ministry of Rural Development 
b. Project description: Training   Manual development 
c. Tasks: Played a key role in developing Training Manuals on Entrepreneurship and other subject areas for Community Based Rural     Development Project. 
8. Position:  Training     Manager, EMPRETEC Ghana 
a. Client:   Ministry of Education 
b. Project description: Training   Manual development 
c. Tasks: Developed Entrepreneurship Modules for Ghana Education Service, 2006.
9. Position:  Training     Manager, EMPRETEC Ghana 
a. Client:  SPEED Ghana 
b. Project description: Training   Manual development 
c. Tasks: Carried out Training   needs analysis and designed Training   Programme, Trainers guide and Notes for preparing SMEs for the Ghana Stock Exchange sponsored by SPEED GHANA.
10. Position:  Training     Manager, EMPRETEC Ghana 
a. Client: University Students   
b. Project description: Graduate Enterprise Development Programme  
c. Tasks: Carried out Training needs analysis and designed Training   Programme, to assist young graduates to set up and run small businesses.
11. Position:  Training     Manager, Michael Steven Consulting, Ghana, 2007.
a. Client: UBA Bank ltd.  Ghana.   
b. Project description: Design, delivery    of a three-month special Banking programme   for Entry Level   staff of the Bank.   
c. Tasks: Carried out detailed Needs analysis and designed Training   Programme for young entry level staff of the Bank.

12.   Position - Team leader MEL Consult, Accra, 2006 – 2007
a. Client: MEL Consult / ARB-Apex Bank and Rural Enterprise Project
b. Project description:  End of Project Evaluation 
c. Task/Degree of responsibility: Supervised my team in the collection of    data on distressed rural banks as part of the post project evaluation   carried out by MEL Consult on behalf of ARB-Apex Bank and Rural Enterprise Project.
13.  Position:  Management Consultant, 2008- 2009
· Client:  Agya Appiah Ltd 
· Project Description: Human Resource Audit and HR Policy development 
· Degree of Responsibility: Carried out Human Resource Audit involving job evaluations, and skills assessment. Developed Human resource policies and Procedures, Scheme of Service and Training   Policy and reorganised the company. 
· Outputs :(a) Developed HR policy documents and run Training   Programmes for employees (b) Re-organised this SME Company. 

14. Position -Training   Consultant -Ghana Immigration Service -2009 
· Client: Ghana Immigration Service (GIS) 
· Project Description: Development of Curriculum for GIS Training   School 
· Degree of Responsibility: Developed a Curriculum for Ghana Immigration Service Training   School. 
· Outputs: Developed a Curriculum, Training Manuals and Trainers Manuals for Ghana Immigration Service Training   School.

15. 2014: Client: Ezi Savings and Loans Company Ltd, 2013

· Position: Consultant
· Project Description: Human Resource Audit
· Degree of Responsibility: Carried out Human Resource Audit involving; job evaluations, workload analysis, and skills assessment. 
· Tasks: Developed Human resource policies and Procedures, Scheme of Service and Training   Policy.
· Outputs:  Carried out Human Resource Audit and developed Human resource policies and Procedures, Scheme of Service and Training   Policy.

16. Position: Training   Consultant - Ghana Immigration Service – 2013.
· Client: Ghana Immigration Service (GIS)/ Bureau of Immigration and Naturalization (BIN) of Liberia -2013. 
· Project:  Development of Curriculum and Training   of Trainers.
· Degree of Responsibility: Developed a new curriculum and developed and run a Two Week Training   and Trainers Programme   for selected trainers Liberia for two weeks.
· Tasks: Developed a new curriculum based on organizational needs assessment conducted by GIS. Assignment also involved the development and running of a Two Week Training   and Trainers Programme   for selected trainers Liberia for two weeks.
· Outputs: (a) A new curriculum for GIS Training   School and (b) Developed and run a Two Week Training   and Trainers Programme   for selected Trainers from Liberia.

17.   Position -HR Network Manager, Public Services Commission, June –December ,2015   
a. Client: Public Services Commission, Ghana 
b. Project description:  Setting up of a   National Professional Network of HR Practitioners in Public Services of Ghana.
c. Degree of responsibility:  Set up a National Professional Network of HR Practitioners in Public Services of Ghana.
d. Tasks: (a) Carried out   a detailed assessment of the location of HR managers in the Public Service (b) Organized a conference for Public Service HR Practitioners in 2014.
e. Outputs: (a) A directory detailing out the bio-data and organization location of HR managers in the Public service (b) Organized a highly successful Public Service HR Managers conference.

18. Position: Associate Consultant-July 2015 to Jan. 2016
· Client:  Dev Pro Consult /Public Services Commission.
· Project Description: Team Leader, Human Resource Audit for Ghana Government  
· Degree of Responsibility: Carried out detailed Human Resource Audit of Public Service Organisations in Ashanti Region. 
· Tasks: (a) Carried out   a detailed assessment of existing documents (b) Carried out interviews, skills assessment and Head Counts 
· Outputs:  HR Audit Reports covering over 60,000 public service employees.

19. Position Consultant –UNDP -2016 
1. Client: United Nations Development Programme (UNDP).   
1. Project Description:  Development of Curriculum and Training   Manuals on Integrity for Customs Division of the Ghana Revenue Authority 
1. Degree of Responsibility: Carried out interviews, skills assessment and Training   Needs analysis to develop Training   Manuals. 
1. Tasks: (a) Carried out   a detailed assessment of existing Training   manuals and other documents (b) Carried out interviews, Skills assessment and Training   Needs analysis to develop Training   Manuals.  
1. Outputs: (a) Training   Curriculum (b) Trainees’ Manual (c) Trainer’s Manual and (d) Training Plan on Ethics and Anti-corruption in Customs Administration.
20. Position: Associate Consultant- 2016 to date 
· Client:  Job house Ghana.
· Degree of Responsibility: On call part-time consultant on HR and Recruitment. 
· Tasks: Carried of several consultancy assignments on behalf of the company.
· Outputs:  HR Audit Reports covering over 60,000 public service employees.

21. Associate Consultant - Innovation ltd- June to July   2017
· Client:   National Board for Small Scale Industries  
· Project Description: Design of Business Planning for New Product Development and Market Access for SMEs course.
· Degree of Responsibility: Developed (a) Curriculum (b) Trainers Manual and (c) Workbooks for the Sub- project (d) Training of Trainers (e) Delivery of Pilot Training for Target Training group. 
· Tasks:  Developed (a) Curriculum (b) Trainers Manual and (c) Workbooks for the project.
· Outputs:  Training   Manuals.

22. Position - Trainer of Trainers -United Nations Development Programme   -(UNDP) -2017 
· Position:  Training   Consultant, June 13 -16 2017
· Client:  GRA/ United Nations Development Programme (UNDP)
· Project Description: Training   of Trainers Programme.
· Degree of Responsibility:  Training   of Trainers in Ethics and Corruption. 
· Tasks:  Run a four-day Training   of Trainers Programme   for selected Trainers of GRA.  
· Outputs:   Training   of Selected   Trainers on Ethics and Corruption.
 
23.  Position – Training and Capacity Building Team Specialist (oct.2017-todate).
· Employer:  SGS (on behalf of EU/DEFID/ Legality Verification Department of Forestry Development Authority of Liberia).
· Project Description:  Capacity Building for Legality Verification Department of Forestry Development Authority of Liberia.
· Degree of Responsibility: Capacity Building Team Leader for the department. 
· Key Outputs:(a) institutional assessment  and  harmonisation of  organisation chart and job descriptions  in line  with standard operating procedures (b) development of capacity building plans (c) capacity needs  assessment (d)  readiness  assessment ( e) on-the-job training  of  staff (f)  supervision  of  the  development of  the  quality management system(g)development  of  change  management plans  and  facilitation of  change  within  the department (h)  development  of  monitoring and  evaluation tools (i) facilitation of  handover  processes  and  succession  plans. 
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