+263782348620 | mirandaedithsuliali@gmail com |www_linkedincom/fin/mirandasuliali

PROFESSIONAL SUMMARY

Psychology gradusie with one year of indusirid aftachment experience supporting the day-to-day people, administrative,
aml coordination [metions of a program cavinmanenl. Epoicned in HR adminstraton, onboasling  suppon,
docimnentalion, moeling coordination, training support, amd stakchol der engagoment. Combortable working closely wilth
program, monitodng and evdwtion and opertions lcams o cnare smooth workllows, clear commmbcalon, and
respeciul engagement with people. Possesses song organizational skills effective communication abikbes, and a

commitment to confidentialify.

WORK EXPERIENCE

Poople & Culiure Support
Regional Psychosocial Suppon Dsitiai ve (REPSSH - Young Entreprencuns Zimbubwe Arise (YEZA)
Ly M2 - December 2024

Asarted in the recruitment and selection processes, ncluding managing candidate apphcations.

Handled employee grievance s and facilitated communication beiween management and staff.

Maantained comprehensive HR docume nisdion, including employvee records and benefits managemsnt.

Participated in wellness programs aimed af enhancing emplosvee engagement and satisfaction,

Wa ntaired acc urate employes recoeds, documenta bon and filing sysdems o support complance, mporting,

ard informaton sharing acmo s teams

& Asuded with HR administrtive pocedures including onloa ding support, record management, and
dacumentalion mainlenance.

¢ Supprted recruitment activitie s by coondinatng candids te communications, s heduing and asastingwith
inte reiew bgstics

»  Azgded with procure ment-related adminestatse tasks including scurcing quotations preparing bid

comparimns and supportingdocume ntaton processes.

CORE SKILLS - People & Culwre Support] HE Administration & Emplovee Docume ntation] Onboarding
&Records Management [Training & Workshop Support Meeting Coordination & Minute Taking | People-
centered and respectful in approach [Well organized and detail-oriented| Comforiable working across teams and
functions [Observant and reflective when working with individuals and groups

EDUCATION

Bachclor ol Sccnoe | Homors) (a Psychology - Sacond Class (2.1
Alfca Univesity, dmbabwe |0 Level — Sacred Hean Girls High School
50" Level passes including English Language & M athermabics

REFERENCES



