CURRICULUM VITAE
	1.	PERSONAL PARTICULARS
	Surname
	:
	MTEMBEI

	Middle name
	:
	GODWIN

	First name
	:
	EVANCE

	Sex
	:
	MALE

	Birth
	:
	29/03/2001

	Marital status
	:
	SINGLE

	Nationality
2.	CONTACTS
	:
	TANZANIAN

	Address
	:
	P.O.BOX 31902, KINONDONI

	Mobile
	:
	0713857057

	Email
	:
	godwinevance87@gmail.com


3. LANGUAGE PROFICIENCY
· English: Fluent in speaking, reading and writing
· Swahili: Fluent in speaking, reading and writing.
4. EDUCATION QUALIFICATIONS
	YEAR

2022-2025

	INSTITUTION/SCHOOL

Mzumbe University
	AWARD

Bachelor of Public Administration

	2020-2022
	Tanzania Public service College (TPSC)
	Ordinary Diploma in Public Administration 

	2019-2020
	Tanzania Public Service College (TPSC)- Tanga campus
	Basic Technician Certificate of Public Administration 


	2015– 2018
	Nyanshenye secondary school
	Certificate	of	Secondary
Education

	2007 – 2014
	Vision Primary School
	Certificate	of	Primary
Education




5.  WORKING EXPERIENCE.
Year: 2021 (As a TRAINEE)
Chamwino ward, Mororgoro
Position: Ward Executive Officer

Duties and Responsibilities
·  Assisting the preparation and implementation of developmental plans. 
· Attending collection of local revenue.
· Educating community members on matters related to government programs, policies and services provided.
· Attending various community meetings .
· Preparing reports related to activities and programs performed by the ward.


Year: 2024
Tanzania Revenue Authority (TRA)
Position: Office Administrative Assistant
   
             Duties and Responsibilities
· Managing office correspondences including emails and phone calls. 
· Maintaining office documents and files. 
· Handling inquiries of various clients.
· General office maintenance.
· Providing administrative support to staffs and management. 
6. SKILLS
· Active Listening
· Strong Communication
· Adaptability
· Cooperation
· Empathy
· Problem solving skills.
· Customer service.
· Computer skills - Microsoft word, Microsoft excel, and Email
	
7.	HOBBIES / INTERESTS
· Reading books aspects
· Information search through internet, newsletters, and from professionals
· Participate in discussion to gain understanding and learning different topic
	8.	REFEREES
i. Emmanuel G. Moshi
 Assistant Lecturer (Tanzania Public Service College (TPSC)
Mobile: +255 625868476
Email: moshiemma77@gmail.com

ii. Mashaka Hassani  Ngonyani
Ward Executive officer 
Chamwino ward, Morogoro
Mobile: +255 692667077
Email: mashakangonyani99@gmail.com
iii. Biragi Paulo Biragi
         Senior Customs officer
         Tanzania Revenue Authority (TRA)
         Mobile:  0756755008
         Email:  Biragi.biragi@tra.go.tz        
	9.	DECLARATION
I Evance Godwin Mtembei hereby declare that the information filled in this resume is clear and correctly describe me.
……………………………………………………………………………..

