ESTHER FAITH UTUKU
Tel: 0710802686.
Email: faith.utuku@gmail.com
linkedin.com/in/faith-u-bb860b33
Kenyan

PROFESSIONAL SUMMARY
Performance-driven and motivated Professional with over 10 years’ experience, 7 years, in Senior Management overseeing and coordinating administrative and human resource operations. Seeking a position where excellent management and planning skills will be fully utilized.
CORE COMPETENCES
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· Recruitment & Selection
· Performance Management
· Consulting
· Labour Relations
· Employee Engagement
· Training and development
· Strategy, Policy Formulation & Implementation
· Leadership & Team Management
· Budgeting
· Controls and compliance
· Contract Management
· Employee & Talent Management
· Benefits & Compensation Administration
· HR Records & Administration
· HRIS and analytics 
· Report Management
· HR Partnerships & Advisory
· Employment Law and Regulations




WORKING EXPERIENCE

[bookmark: _Hlk54726721][bookmark: _Hlk54723153]BIMAS KENYA LIMITED: BIMAS KENYA MICRO FINANCE LTD: A Microfinance Institution in Kenya Operating in 19 counties with 40 oﬃces. Providing access of credit facilities to the large rural and urban un-banked population. A human and enterprise development organization without religious, political or Governmental affiliations. It provides access to financial and technical assistance services for sustainable wealth creation. Website: (www.bimaskenya.com)
Jan 2013 To Date; Human Resources Manager and Administration Manager heading the HR and Administration docket: The role involves: Designing and implementing of the Microfinance’s Human Resources & Administration strategy; Initiating and supervising the implementations of the strategies; Analysing Improvement areas as we progress towards excellence.

Duties & Responsibilities     
         
Policy Formulation & Implementation
· Develop, review and/or update HR policies, procedures and processes, including the Employee Handbook, to reflect changes in the context, labour laws and HR best practice.
Recruitment & Selection
· Ensure the timely production of contracts of employment and other records ensuring Bimas Kenya Limited meets the legal requirements for record keeping.
· Develop, review and implement the induction processes and procedures ensuring that new employees get incorporated into the organization and their roles efficiently and effectively.
· To keep updated with relevant new recruitment sources and propose improvements to processes and selection tools to ensure that the recruitment process meets current and future organizational needs.
· Co-ordinate and support all aspects of the recruitment and selection process in the organization. 
Performance Management 
· In liaison with line managers, ensure that performance evaluations for all employees are taking place and offer the necessary support to ensure effectiveness of the process.
· Oversees performance management process that focuses employee efforts on the achievement of business goals and attainment of requisite skills / competencies to sustain profitable growth.
Payroll Administration
· Prepare the monthly payroll and support its payment as needed, ensuring that all statutory deductions are submitted on time in liaison with the Finance/Accounts department.
Budgeting
· Develop the HR department budget and submit for the necessary approvals as well as oversee its utilization, preparing the necessary reports as needed
Compensation & Benefits Administration
· Review the organization’s salary structure as needed, advising on changes and/or salary surveys and market trends
Labour Relations
· Advise management and employees on HR issues and on Labour Laws as necessary, giving advice on disciplinary, grievances and separation issues as and when needed.
HR Records
· Develop and oversee the maintenance of an effective HR database and filing system, with proper files maintained for each staff member, both manually and electronically while maintaining confidentiality.
· Ensure that all staff information is fed into the HR system in a timely manner.
HR Administration
· Develop, implement and ensure the maintenance of an effective reporting system.
· Develop a leave tracking system which allows HR to effectively manage leave for all employees.
HR Reports
· Prepare and present HR reports as needed incorporating emerging issues, internal and external HR trends and highlighting areas of concern to ensure good HR practice.

Key Achievements:
1. [bookmark: _Hlk54725607]Strategic planning and policy formulation and implementation for Bimas Kenya Ltd
2. Automation and revision of performance management process
3. Started a mentorship program to aid in succession planning
4. The Automation of Manual HR Processes
5. The revision of an outdated job evaluation and the inclusion of more elaborate career paths.
6. Establishment of a registry for ease of document management
7. Encouraging a learning culture, coaching and mentorship
8. Change Management


[bookmark: _Hlk54726680]WANDERJOY PARTY WORLD LTD: A all-in-one events management company, providing full event management and planning, including creation and development of thematic concepts, decoration, hire of small tents, tables, chairs and catering of mobile toilets, grounds for hire, tent manufacture, and décor for any size of event. Website: (www.wanderjoyparties.com)
[bookmark: _Hlk54726801][bookmark: _Hlk54725747]Nov 2011 To Dec 2012; Human Resources Officer: The role involved: Implementation of the Wander Joy Party World Human Resources strategies and Objectives; A HR generalist and business partner

Duties & Responsibilities
· Advised and lead the management team in talent acquisition and management including managing the recruitment process in a manner that ensures the right calibre of employees is hired and retained. 
· Lead in manpower planning, to ensure appropriate match between employees and jobs to be done. 
· Organized and maintained personnel records, updated internal HR databases and preparing of all HR related documents. 
· Developed, reviewed and sustained a robust performance management process and all related functions including staff appraisal, training, planning and incentive schemes. 
· Built a culture of continuous improvement in all operational areas and ensuring succession planning is in place at all levels. 
· Worked closely with the director providing them with expert guidance, coaching and support on the full range of HR activities (including policies and procedures, performance management, on-boarding and exit planning etc.) 
· Developed a HR budget based on the strategy and effectively managing it to ensure that cost management goals are achieved. 
· Developed and implemented HR policies and procedures and monitored all HR activities and practices to ensure compliance. 
· Managed industrial relations matters and offered training, advised and generally guided managers and supervisors on labour laws and related market practices, to ensure a harmonious work environment. 
· Lead in handling staff grievances in a prompt, conscientious manner while playing heed to the company’s business needs and policies. 
· Administered of staff payroll and Benefits
· Made statutory deductions e.g. withholding tax, Corporate tax and V.A.T 
· Prepared various HR reports as required by the company

Key Achievements:
1. Strategic planning and policy formulation and implementation for Wonder Joy Party World
2. Started the HR department at an earlier engagement &leading the adoption of all people processes, systems, policies and procedures
3. Mobilizing the staff to start a staff savings Society so that they can save and obtain credit facilities for personal development
4. Change management.

DELSCO ENTERPRISES LIMITED: A Management consulting and Outsourcing Firm; Enabling Performance; Offering holistic approach to performance solutions; Synergy relationship with clients; Other Services include Performance Management, Outsourcing services, Unpacking Performance Management & Virtual Performance Management. . Website: (www.delscokenya.com)
June 2010 To June 2011; HR Operations Consultant: Strategic Human Resources Business Partner

Duties & Responsibilities
· Handling the HR operational roles of the organization; Recruitment and selection; 
· Coordinating the outsourced teller’s program to banks and liaising with the banks to   ensure timely replacements.
· HR Advisory; Capacity building & Business development.
· Change Management
OTHER POSITIONS HELD 
· Graduate Clerk at Standard Chartered Bank Ltd, Oct 2005 to Feb 2010
· HR & Admin Assistant at Sanaa Art Promotions, Sept 2003 to Sept 2005

EDUCATION
Ongoing - MBA- Human Resource Management– Kenyatta University

Ongoing - Kenya Institute of Management (HRMPEB body)-  Certified HR professional (CHRP)

2005 -  Diploma in Human Resource Management – Kenya Institute of Management  

2003 –  Certificate in Psychological counselling - Career counselling and preparatory centres

2002 - Bachelor of Arts in Sociology - Moi University

RELEVANT TRAININGS (ON – JOB)


· Corporate Governance Shape Africa and MESPT
· Balanced scorecard AMFI Kenya and Mission Africa AMFI Kenya and Mission Africa
· Labour laws and compliance seminar Carlson management solutions Carlson management solutions
· HR metrics and analytics training Grayson consulting Grayson consulting
· Balanced Scorecard and Key Performance Indicators LinkedIn Learning
· Competency based succession planning The Academy of Certified Human Resource Professionals
· Training evaluation; Measuring the impact of training The Academy of Certified Human Resource Professionals
· Emotional Intelligence The Academy of Certified Human Resource Professionals
· Microfinance training of trainers blended course The Tokyo development learning centre The Tokyo development learning centre
· HR Business Partnering The Academy of Certified Human Resource Professionals
· SHRM-CP: Certification Prep LinkedIn Learning
· Trustee development program Kenya The college of insurance
· Performance management system and operations manual training  Nevaeh limited
· Auditing HR processes training Grayson consulting
· Succession planning; Developing Talent from within The Academy of Certified Human Resource Professionals
· Occupational Health and Safety Intel fire group Intel fire group
· HR Balanced Scorecard The Academy of Certified Human Resource Professionals
· Change, Culture and Learning; Creating a Strategy focused organization Webinar IPerformance Africa.
· Essential of Strategy Performance Africa IPerformance Africa
· Leading with Creative Thinking The Academy of Certified Human Resource Professionals
· Blue Ocean Strategy The Academy of Certified Human Resource Professionals    	


 INTERESTS
Loves Reading & Writing Motivational pieces, Listening to Music, Cooking, Travelling & Gardening

REFEREES



To Be provided upon request
