
CURRICULUM VITAE

A:PERSONAL
DETAILS

FirstName: AnethJohn
Surname: Msovela
Nationality: Tanzanian
Gender: Female
DateofBirth: 04/09/1996

B:CONTACTADRESS
P.O.Box65502
Daressalaam
Tanzania
Cell:+255(0)685394702,+255(0)653056080
E–Mail:anethmsovela1@gmail.com

CareerObjective:

Anorganised,brightandconfidentcollegeleaverwhoisabletoworkcloselywith
variousstakeholderstoensureatimelyandefficientrecruitmentprocessinany
HRdepartment.Ihavesuperbcommunicationskillsandcanquicklyestablish
workingrelationshipswitharangeofstakeholdersatalllevels.Ihavegood
administrationandITskills,andextensiveknowledgeofdatabasesystems.

C:EDUCATION

Month/Year School/University Course Award

2017-2020 TanzaniaInstituteof
AccountsP.OBox
9522Daressalaam

BachelorDegreein
HumanResource
Management

BachelorDegreein
HumanResource
Management

2015-2017 UniversityofIringa
(UoI)P.OBOX200
Iringa

DiplomainHuman
Resource
Management

DiplomainHuman
Resource
Management

2014-2015 RuahaCatholic
University(RUCU)
P.OBOX774,Iringa

Certificatein
Business
Administration

Certificatein
Business
Administration

2010–2013 CagrieloGirls
SecondarySchool,P.O
BOX930,Iringa

Certificateof
Secondary
Education

Certificateof
Secondary
Education

D:SUMMARYSKILLS

HRSKILLS
 TanzaniaHRPoliciesandProcedures.
 ProvidingtransactionalHRsupportacrossallprocesses.
 Maintainingemployeerecords.
 Settingupdisciplinaryandgrievancemeetings.
 Ensuringanapplicant’scomplianceandeligibilitytoworkinTanzania.
 Allemploymentdocumentation.
 Organizingandrollingoutstafftraininginitiatives.



 Processingpayrollinformation.
 Workingcloselywithagenciesregardingtemporaryworker.
 UpdatingHRAdvisorswithemployeerelation'sissues.
 Probationandperformancemanagement.

PERSONALSKILLS
 Accountable
 Proactive
 Confident
 Goodjudgement
 Methodical
 Problem solving
 Detailorientated

KEYATTRIBUTES
 ComfortablebeingthefirstpointofcontactforallHRrelatedenquiries.
 Abletoworkinabusyandvariedrolethatrequiresgoodattentiontodetail.
 Accurate,timely,confidentialandefficientrecord-keeping.
 KeepingabreastofchangesinHRpoliciesandprocedures.

LANGUAGE:
 Swahili-Excellentbothspokenandwritten
 English–Excellentbothspokenandwritten

 Computerliteracy;GoodinIntroductiontoMicrocomputers,Microsoft
word,Microsoftexcel,MicrosoftDatabaseManagement,Microsoft
powerpoint,Internet&E-mail

E:PROFFESIONALEXPERIENCE

Iattendedthreemonthsinternshipfrom AugusttoOctober2021atTanzania
CommissionforAids(TACAIDS)wheremydutieswere;

 ProvidingtransactionalHRsupportacrossallprocess
 Maintainingemployeerecords
 Organizingandrollingoutstafftraininginitiatives
 Workingcloselywithagenciesregardingtemporaryworker
 Processingpayrollinformation
 Probationandperformancemanagement

G:INTEREST&HOBBIES

 Readingvarious;HRManagementbooks
 Readingnewspapers
 Traveling
 Sportsandgames
 Volunteerworks
 Sharingdevelopmentideas



H:REFEREES

1. RodrickLazaro,
SpecialProgram Officer,
TACAIDS,
P.OBOX76987,
DaresSalaam.
Phone+255717438338/0687787870

2. PendoPOweru
HeadofDepertment(HumanResourceManagement)
TanzaniaInstituteofAccountancy
P.OBOX9522,
DaresSalaam.


