OUMIE NYANGADO @ contact

@ oumsingado@outlook.com
. +2207799774
@ Kanifing Layout

ABOUT ME AND OBJECTIVE @ s«us
Owner/Founder of Green Living Farms, The Gambia. | have also Customer Service, Organizational,
worked at Hilton Doha The Pearl Residences and Hotel in Doha, Effective Communiation,
Qatar as Kid's Club Assistant from January-April 2020. Human Recruitment, Time Management,
Resources Middle Manager within Admin/HR department in an Leadership, Talent Management,
aviation sector for 18years. | also have extensive experience in Front Office, Hotel, Problem Solving,
Front Office/Reception, Sales, Marketing and Publi Relations. My Child Care COMPUTER SKILLS
duties were to demonstrate excellent written and communication Microsoft Word, Excel, PowerPoint,
skills to be able to deal with staff welfare and other daily Micros, Opera System, HRIS
administrative centered activities. Personal Assistant/Secretary
for Gambia Radio and Television Services from July-September 4
2004. My roles were to perform Secretarial and Administrative &) LANGUAGES
duties. | am seeking an opportunity to use my decade plus of English
experience to contribute to the success of your organization.

€© AcrviTies

Founder and Owner of Green Living
Farms Tujereng Village West Coast
Region The Gambia



® EexPeriENCE

® Green Living Farms

20217 - Present

Owner/Founder
Agribusiness

@ Hilton Doha The Pearl Residences Hotel, Qatar Doha

January 2020 - April 2020
Kids Club Attendant
Organize and coordinate early learning/educational

programmes, games, art and craft and other recreational
activities for children with clean and safe
equipments/toys

Monitor and provide care for toddlers and young children




®

Gambia International Airlines

2016 - 2021

Human Resources Middle Manager

Organize/coordinate employee development sessions such as
inhouse/overseas, trainings/seminars/conferences/degree
programmes

Facilitate/follow-up
on visas, travel clearances, flights and accommodation, permits,
licence

Manage HR

policies towards streamlining the internal process and efficiency
of the

organization

Manage recruitment, selection, job descriptions, person
specification, selection

of best candidates in an efficient and economical method in line
with the

company's manpower plan.

Manage performance appraisal system

Provide
counseling, address queries, handle grievance matters

Register, access needs/trends; direct and facilitate benefits for
Social Security Scheme and Staff Medical Policy

Deal with other staff welfare and admin-centered
activities



Gambia International Airlines

2017-2016

Human Resources Supervisor

Coordinate

between departments/operating units in resolving day-to-day
administrative

and operational problems.

Maintain

confidential filling system of correspondences, policies,
standards,

regulations and other matters related to Admin/HR office

Gambia International Airlines

2010-2011

Human Resources Officer

Handle staff welfare and other administration-centered activities

Provide
support with recruitment, in reviewing, shorting and filing of
applications for interview,

Manage Resources Information System(HRIS)

Gambia International Airlines

2004 -2010

Receptionist

Act as first point of contact for visitors/customers and callers.

Switchboard operation,
communicating brief messages via email, announcing callers

Provide other

secretarial and administrative support, maintain a clean and well
organized

reception hall



® Gambia Radio and Television Services

July 2004 - September 2004

Personal Assistant/ Secretary

Typing of correspondences,
reports, edited copies and other written drafts from journalists
/reporters

Develop and
maintain an accurate filing system, retrieving documents

Schedule and
coordinate meetings, interviews, events and other secretarial and
administrative duties

© eoucation
® University of The Gambia

2017 -2021

BA Public Administration
@ Venture Gulf Safety and Security Training Center

Basic First Aid, Pediatric and Cardio Pulmonary Resuscitation
@ Fernand Training Centre

Child Care and Baby Sitting

® Management Development and Productivity Institute, Accra
Ghana

Human Resources Management
@® Management Development Institute, The Gambia

Diploma in General Management and Policy Analysis
@ Institute of Professional Financial Managers London, England

Certificate in Marketing and Public Relations

@ City & Guilds London Institute / Gambia Technical Training
Institute, Kanifing

Certificate in Software Application, Theory |
@ St. Joseph's Senior Secondary School, Banjul

West African Senior School Certificate Examinations
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