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FRED AMIN SWAI-CV 
HUMAN RESOURCE MANAGEMENT-MZUMBE UNIVESITY 
DoB: 27Th May 1993. 

Marital Status: Single 

fredswai92@gmail.com 
+255 654 860 186/0772 969 695
P.O. Box 30225 – DAR ES SALAAM 
LinkedIn Profile. https://www.linkedin.com/in/fred-swai-240366114
About Me

My passion for people and organizational relations has helped me edge a career in Human Resource and Administration for the past 4+ years. My experience working in the Export Issues, Mining, Consultants, Cement Industry, Land Sectors and Construction Company / Gas and Petroleum has exposed and helped me acquire skills and competencies in Human Resource Processes & Procedures like Recruitment and Selection, People & Performance management, Training, Payroll management and Administration, Organizational Development, and Strategic leadership as well as providing cross- functional support services.
Work Experience

 SHAPE 



Human Resource Manager at Vigor Group of Company- Zanzibar

Under Unit of Turky Petroleum Company Limited- Zanzibar
March 2022-May 2023
Project: Gas and Petroleum Importation, Storage and Refill. (LPG) (Zanzibar-Tanzania)
Industry: Gas and Petroleum. 

Career Level:  Management Level Employee Level- 150 Employees. 
Core Activities performed: 
HR Compliance; Employment Contracts and records; HR Policy review and development; Dispute handling; Recruitment and Selection; Employee Onboarding and exit procedure; Terminal benefits; Disciplinary Procedures; Register Employees in NHIF, ZSSF, training and appraisals; HR policy implementation; HR management systems; Management – Employee Communications; General Industrial relations and Other duties as assigned by General Manager. 
Human Resources Officer at Yapi Merkezi Insaat ve Sanayi Anonym Sirket

October 2020 – March 2022
Project: Standard Gauge Railway Construction (Morogoro – Dodoma – Makutopora)
Industry: Construction

Career Level: Mid-Level (supervisor of staff) more than 700 Employees 
Core activities performed:
HR Compliance; Employment Contracts and records; HR Policy review and development; Dispute handling; Recruitment and Selection; Employee Onboarding and exit procedure; Terminal benefits; Disciplinary Procedures; training and appraisals; HR policy implementation; HR management systems; Management – Employee Communications; General Industrial relations and Other duties as assigned by Head of Department.
Human Resource and Administration Officer at Land General Planning Company Limited. 
September /2018 – September /2020
Industry: Real Estate and Formalization and Regulation Services
Career Level: Mid-Level – (supervisor of staff) more than 130 Employees 
Core activities performed:
Legal Drafting and correspondence; Prepare monthly payroll statutory, Managing Employee Performance, Register Employees in Social Security Scheme and Medical Insurance, Legal and HR Compliance; HR Policy review and development; Recruitment; Employment Contracts and records; Dispute handling; Employee Onboarding, and exit procedure; Terminal benefits; Training and performance appraisals; HR management systems; Branch co-ordination; Dispute handling; Recording Keep, Prepare Human Resource Report, legal research; Company – Employee communications and General Employee relations.
Human Resource CUM Safety Officer at Kambas Group of Companies LTD (LAKE CEMENT-KIMBIJI) 
July/2017 –August /208
Industry: Construction/ Cement Industry/Mining/
Career Level: Entry Level
Core activities Performed:
Co-ordinate office activities; Organized and performed Capacity Building Seminars;
Conduct Health and Safety inspection and audit, writing reports and making follow up of implementation of recommendation and actions from inspections and audits, Draft and update job descriptions and employees’ contract in classifying positions and/or reclassifying positions as needed, Preparing and administrate Payroll and salary slip. Maintaining First Aid Box and ensure Safety at Work place, Performed Legal Aid; Drafting actions plans and Budgets for organization Projects; Conducted legal surveys; HR Budgeting; HR Compliance; Recruitment and Selection, Management of Employment Contracts; HR Policy development; Company – employee communications; HR training and appraisals; HR disputes handling; Employee Relations; performed managerial and clerical duties as required from time to time by the Head of Department. 
Human Resource Officer Trainee (Graduate Program.) StamiGold Biharamulo Mine a subsidiary of STAMICO.  

July/2016 –May/2017
Industry: Mining Industry/
Career Level: Entry Level-Junior 
Core activities Performed: Attendance Custodian, Attending Displinary Meeting, assist on job description, Assist in conduct Employees Performance, Organizing training and development program, Prepare Human Resource Planning and Monthly, Draft Contract and Finalized same for new hires, Dealing with grievances and implementing disciplinary procedures, Attend meetings to provide information, when necessary, Calculates leaves and Participate in applicant interviews

Education
 SHAPE 



Bachelor's Degree at Mzumbe University 
Sep/2013 - June/2016
Field of Study: Human Resource Management 
Malangali High Boys School
A-Level - Jan/2011 - Mar/2013
Lyasikika Secondary School
O-Level - Jan/2007 - Nov/2010
Other Trainings
 SHAPE 



Customer Service skills training

Mzumbe University (Awarded Certificate of Completion)
ERP Training
University of Dar Es Salam (Awarded Certificate of Completion)
13th December 2019
Firefighting Training
StamiGold Biharamulo Mine (Awarded Certificate of Completion)
Courageous Leadership
 StamiGold Biharamulo Mine (Awarded Certificate of Completion)
Oil and Gas Safety Course 

Occupational Safety and Health Authority
08th November 2022- 14th November 2022

                                                                     Top Skills
 SHAPE 



English Language | Swahili Language
Level: Professional | Experience: More than 7 years
Computer and Internet
Level: Professional | Experience: More than 7 years
 (Microsoft Package and Internet)
Communication Skills
Level: Professional | Experience: More than 7 years
Administration and Co-ordination Skills
Level: Professional | Experience: More than 4 years
Customer care Skills
Level: Professional | Experience: More than 5 years
                                                                    RESEARCH AND PUBLICATION.

September 2015-February 2016:  Contribution of Internal Office Environment toward an Employee Performance in Public Sectors. The case of Export Processing Zone Authority (EPZA): Dar es Salaam. A Research Report Submitted to the Mzumbe University School of Public Administration as a Partial Fulfilments of the Requirements for the Award of Bachelor Degree of Human Resource Management.
June 2012-August 2012:  The Cause of High Infection of HIV/AIDS Disease in Mufindi District. The case study of Malangali, Ihowanza village in Mufindi District, Iringa

                                                                   Referees (Professional / Academic / Personal)
 SHAPE 



UNHRC Tanzania- Senior Programmer. 

Allan Reginald Temba | +255 688 023 935  | reginald@unhcr.org / allanreggie69@gmail.com
Land General Planning Company Limited – Human Resource Manager 
Ms. Nyamwiza Martin | +255 657 143 343 | nyamwizamartin@gmail.com  
Vigor Group of Company – Zanzibar - Tanzania – Assistant Group Human Resource Manager 
Mr Frank Chibwa| +255 718 929 620 | hr@turkysgroup.co.tz
CERTIFICATION

I, Fred Amini Swai, the undersigned, certify that the given information is true, complete and correct to the best of my knowledge and believe that it correctly describes my identification and qualifications.
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