                                                                         Erick Nyika Cosmas 
                                                             Email: erickcosmas799@gmail.com 
                                                          Phone: +255757134636  /+255776301152.
PERSONAL DETAILS 
Full Name: Erick Nyika Cosmas 
Date of birth: 08/02/2002
Nationality: Tanzanian
National identity number: 20020208436200000124
Residence: Dar es Salaam 
Marital status: Single
EDUCATION BACKGROUND 
	Qualifications 
	Awarding institutions 
	Date of graduation 
	Grade points 

	Bachelor degree of political science and public administration ( recent graduate 2025).
	University of Dar es Salaam (UDSM)
	November 2025
	3.2 GPA 

	Advanced certificate of secondary education (History, Geography and Kiswahili).
	Iguguno High School 
	23 April 2022
	Division 1
(Points 7)

	Certificate of secondary education 
	Mang'onyi Secondary School 
	14 October 2019
	Division 2
(Points 21)

	Primary Education 
	Mang'onyi primary school 
	8 September 2015
	 Grade B


  WORKING EXPERIENCE 

	Working institutions/organizations.
	Position held
	Key responsibilities 
	Start & end date

	Singida Municipal Council. 
	Volunteer as human resource officer ( HRO).
	-Managed office procedures efficiently, ensuring timely completion of administrative duties.

-Handled phone calls and travel arrangements for senior staff and ensuring seamless internal department communication and logistics.

-mplemented a new filing system improving retrieval time.

-  Monitoring employees discipline and attendance 

-Managing leave for employees

-Employees  payment 

-Scanning  and filling employees details into the system.
	21 July 2024 to 18 October 2024

	Tanzania Nordic Hospital (Tanzanord).
	Customer care officer 
	-Customer registration both insured ( NHIF) and non insured in the system

- Communication with customers (front desk)

-Payment claims 

-Preparing annual report 

-Ensuring customer satisfaction 
	06 August 2025 to present. 


SKILLS AND COMPETENCES
Strong knowledge in public administration ( Human Resource Management), Project development and management, Microsoft Skills and problem-solving skills, Data analysis skills,  Bookkeeping experience, Database management capability; Report writing proficiency; Calendar management .

OTHER SKILLS 
Language: fluent in Kiswahili and English.

 Interpersonal skills: Leadership collaborative working,Negotiation and self awareness. Skilled in assisting with events, customer service, and administrative support and Strong ability to work independently and as part of a team. 
INTERESTED AND HOBBIES
Reading articles, Books , Watching movies, football and touring .
RFEREES
Dr. Frateine Kashaga
University lecture and director of Tanzania Nordic Hospital 
Phone. +255656567244.
Email: fratelinekashaga@hotmail.com
EVa P Ndanga 
Human Resource Officer(HRO)
Singida Municipal 
Phone:+255716296711
DECLARATION 

I Erick Nyika Cosmas hereby declare to the best of my knowledge that the above information is correct and true.
