Lucy Muhorakeye
KG 644 st, Kigali- Rwanda ● +25 (0)7X XXX XXXX ● mymail@example.rw
	OBJECTIVE 
	Forward-thinking individual with refined interpersonal and multitasking skills. 


	WORK

EXPERIENCE
	04/2014 - 04/018
Recruiter , XXXX Company, Kigali -Rwanda
Responsibilities:

· Recruiter/Administrative Assistant Sourced, recruited and recommended qualified candidates based upon client needs while working collaboratively in a fast-paced environment.

· Reviewed resumes and applications for pre-screening and identified candidates for interviewing.

· Scheduled and interviewed prospective hires to fill client roles. Performed general administrative tasks including answering phones, data entry and filing.

03/2012 – 05/2014

Human Resource Assistant , XXX Company, Kigali-Rwanda

Responsibilities:

· Human Resources Assistant Collaborated with a team of HR professionals, providing administrative support including filing, and posting throughout the plant.

· Facilitated the implementation of a new badging system alongside the head of HR and two other human resources staff.

· Utilized solid communication and organizational skills to achieve expected results


	EDUCATION


	 2004 – 2008
Bachelor Degree of XXXXXX, 
University of Rwanda, CBE


	ADDITIONAL

SKILLS 
	Records Management, Project coordination and management, Problem Solving and Critical Thinking, Technical Writing




	REFERENCES 
	References available on request


[image: image1.png]


