PAUL WAITITU WACHIRA

Address:	          P.O Box 68 -10106, OTHAYA			
          Telephone: +254 725044448/ 0733655773
          Email: plwaititu@gmail.com/paul.waititu@yahoo.com/ plwaititu@aol.com.

Sex:		     Male
Marital status:     Married
Languages:	     English, Kiswahili (both written and spoken) 
Nationality:        Kenyan
Date of Birth:	     1st September, 1990
	Personal Profile:
	
Highly motivated, self-driven and dedicated person with recognized interpersonal skills. Exhibits excellent problem-solving skills by relating quickly to people at all levels and in different situations. Passionate about various business objectives. 

	Academic and professional qualifications:
	
2009 (September – November 2011):  
Diploma in Computer Engineering & Maintenance
Nairobi Aviation College, Nairobi
                                                           
2005-2008:     Kenya Certificate of Secondary Education (KCSE)
                 Kiamuya Secondary School, Othaya

	

WORK     EXPERIENCE         
	
1995-2004:     Kenya Certificate of Primary Education 
                Kiaguthu Primary School


2017 (May to Date):  ACADEMIC WRITING, DATA ENTRY AND MENIAL JOBS
· Browsed various books and internet sites and researched on assigned topics.
· Composed and delivered academic articles, research papers, reviews, and guides.
· Proofread, edited, and corrected all given reports, properly and efficiently.
· Created and submitted documents for formatting to design team and publishers.
· Prepared internship contracts and assisted with placement of all interns, as required.
· Validated eligibility of students for special programs and monitored the academic progress of selected students.
· Conducted online research on specific topics and developed story concept.
· Planned and composed creative and appealing academic content for organizational websites.
· Authored and provided educational essays, academic papers, research projects, and assignments.
· Drafted and submitted all manuscripts for various research journals, as requested.
· Checked and revised content to meet requirements of institutions and clients.
· Prepared and presented style guides and other documents, as needed.

2015 (June) To 2017 (April 12): ENTERPRISE CONTENT MANAGEMENT 360 (ECM 360) (Ministry of Lands)
Supervisor/Contractual Employee.
· [bookmark: _GoBack]Receive records as a representative of the company.
· Solution design and implementation services of applications.
· Complete scanning, indexing and quality assurance services of documents.
· Fast, digital access, retrieval and document storage of client’s files.

2013 (1st February) To 2015 (April): DPH SOFTWARE SERVICES LTD 
(Ministry of Immigration)
I.T ADMINISTRATOR 
· Functional Analysis – Manage and execute the Functional Analysis effort during the entire records digitization project lifecycle at the department of civil registration.
· Quality Assurance and Testing – Lead the testing and user acceptance process to ensure solutions are successfully implemented and meet client/business requirements.
· Capacity and Demand Management: Ensure that all EDMS services are backed by adequate and properly dimensioned processing and storage capacity.
· Configuration Management: Controlling all elements of EDMS infrastructure configuration with enough level of detail and managing this information using the configuration database (EDMS).
· Documentation: Ensure that all documentations related to EDMS are done accurately and available for reference
2012(JANUARY - 4th JANUARY 2013): COSEKE (K) LIMITED
Contractual Employee.
I take up the role of an IT/System Support Technician
· User support and networks, configuration
· Hardware installation and maintenance;
· Software installation and maintenance;
· Network installation and maintenance.
· Scanning documents and filing documents. 
· Securing all ICT equipment in the departments
· Data entry
· Software installation (pc/laptops)
· Troubleshoot hardware problems i.e. scanners, printers, projectors
 


Referees
UPON REQUEST
