CURRICULUM VITAE OF ABRAHAM ADUSEI

BIODATA:










Name: 
Abraham Adusei 
Date and Place of Birth:  17th August 1979, Pramso (Ashanti Region), Ghana
Nationality: 
Ghanaian
Address: 
Office of the Institute Registrar – Institute of Distance Learning (IDL), Kwame Nkrumah University of Science and Technology (KNUST), Casely-Hayford (Examinations) Building, PMB (UPO), KNUST – Kumasi, Ghana 

Tel. Nos.: 
(+233) 0242356826/0501349231 (Mobile) 
Marital Status: Married (with one male child)
E-mail Address: aadusei.admin@knust.edu.gh or adusei4gh@yahoo.com
INSTITUTIONS ATTENDED WITH ACADEMIC QUALIFICATIONS:
2013–2015 
MPhil Educational Innovations and Leadership Science, KNUST, Kumasi 

2008–2011
Bachelor of Management Studies (BMS), University of Cape Coast, Cape 

Coast 

2005–2008
Graduate Member, Chartered Institute of Administration and Management 
Consultants, Ghana (CIAMC-G)
1998–2001
Higher National Diploma (H.N.D.) Secretaryship and Management Studies, Kumasi Polytechnic, Kumasi 

1995–1997
Senior Secondary School Certificate (SSSCE), Simms Secondary/Comm. 

School, Fawoade – Kumasi 

1984–1994
Basic Education Certificate (BECE), Ahwiaa L/A Junior Secondary 
School, Ahwiaa – Kumasi 
WORK EXPERIENCE:
· Junior Assistant Registrar, IDL – KNUST, Kumasi from 2nd May, 2019 to date 

· Junior Assistant Registrar Vice-Chancellor's Office – KNUST, Kumasi from 1st October, 2017 to 1st May, 2019 

· Principal Administrative Assistant and Secretary to the Vice-Chancellor, Vice-Chancellor's Office – KNUST, Kumasi from January 2012 to October, 2017 

· Senior Administrative Assistant and Secretary to the Vice-Chancellor, Vice-Chancellor's Office – KNUST from January 2007 to January, 2012
· Administrative Assistant and Secretary to the Vice-Chancellor, Vice-Chancellor's Office, KNUST – October, 2006 to January 2007
· Administrative Assistant and Secretary to the Pro Vice-Chancellor, Pro Vice-Chancellor's Office, KNUST – October, 2003 to October, 2006
· November 2001 to August 2002 – National Service at the Central Registry of the Kwabre District Assembly (now Kwabre East District Assembly) Mamponteng, Ashanti 
· December, 2002 to October, 2003 – Assistant Administrative Officer (temporal appointment) at the Golden Development Holding Company, Adum – Kumasi
· 1999 – Seven weeks Industrial Attachment at the Quality Control Division of COCOBOD, Adum, Kumasi 

· 2000 – Six weeks Industrial Attachment at the Kwabre District Office of the Ghana Education Service, Mamponteng, Ashanti
COMMITTEES SERVED:
· January, 2020 – Secretary, Search Committee for the Appointment of Vice-Chancellor for the University of Cape Coast

· January, 2020 – Secretary, Committee to Investigate Petition Against Mrs Justice Osei-Afriyie of the Department of Public Law, KNUST 

· June, 2019 – Secretary, Committee to Review Barometer for Affiliation from Princefield College, Ho

· March, 2019 – Secretary, Search Committee for the Appointment of Director of Works and Physical Development of Kumasi Technical University 

· February, 2019 – Member, Committee to Investigate Allegations of Misconduct Against Messrs Joseph Amoakohene (GUSSS) and Aaron Eugene (3rd year student) of KNUST

· October, 2018 – Secretary, Search Committee for the Appointment of Vice-Chancellor of Ho Technical University 

· May, 2018 – Member, Committee to Investigate Allegations of Misconduct Against Messrs Kwadwo Owusu and Isaac Alani of KNUST Security Services

· March, 2018 – Secretary, Committee to Review Curricula for Affiliation from Bibiani College of Health Sciences and College of Nursing and Midwifery, Nalerigu

· March, 2018 – Secretary, Search Committee for the Appointment of Rector for Bolgatanga Polytechnic

· October, 2017 to date – Secretary, University Land Use Committee

· October, 2017 to date – Recorder, Planning and Resources Committee

· October, 2017 to date – Recorder, Administration (Management) Committee 

***Before 2017
· August, 2016 to date – Member, KNUST Travel Services Desk

· December, 2016 – Support Staff, Search Committee for the Appointment of Registrar of KNUST
· December, 2015 – Chairman, Committee to Plan/Organise 2015 Vice-Chancellor’s Office Annual Excursion
· June, 2015 – Recorder, Search Committee for Vice-Chancellor, University of Education, Winneba (UEW)
· March, 2015 – Recorder, Committee to Draft the Way Forward for KCCR, KNUST
· March, 2015 – Organiser, Three-day University Council Retreat at Elmina Beach Resort 
· January, 2014 – Committee Member, Committee that drew a Proposal for the Establishment of an Insurance Company for KNUST (Techinsurance) submitted to the Vice-Chancellor 
· February, 2014 – Organiser, Four-day University Council Retreat at Prampram 
· January, 2013 – Rapporteur, Three-day KNUST Executive Retreat at Sunyani 
· 2010 to 2014 – Peer Educator for Administrative/Senior Administrative Assistants during their orientation programmes after their appointment 

· June, 2010 – Committee Secretary, Proposal Writing Committee on “Quality Management of Academic Programmes through Peer Observation and Assessment of Departmental Output” – A Proposal to the German Academic Exchange Service (DAAD) Dialogue on Innovative Education Strategies (DIES) Partnership 

· January, 2009 – Recorder, One-day Retreat for Top University Management and Provosts of the Colleges at Anita Hotel, Ejisu 

· August, 2009 – Committee Secretary, Proposal Writing Committee on “Enhancing Quality Teaching and Learning Through Peer Observation and Assessment in KNUST” submitted to the Association of African Universities (AAU)
· September, 2008 – Committee Secretary, Proposal Writing Committee on The Development of Quality Assurance Policy and Handbook for KNUST – A Proposal to Access AAU Quality Assurance Project Fund 

· June, 2007 – Rapporteur, One-day Retreat for Provosts and Top University Management at Kessben Resort, Petransa, Lake Road
· May, 2007 – Co-ordinator/Organiser, A one-week visit by a delegation from Al-Fateh University, Tripoli, Libya to KNUST 
· 2006 to date – Pooling Assistant, University Elections for Pro Vice-Chancellor, Professorial and Non-Professorial Members on University Council 
· June 2006 – Rapporteur, Three-day West African Vice Chancellors’ Conference held at KNUST on the formation of a West African Vice Chancellors’ Association 
· October, 2006 – Co-ordinator/Organiser, One-week visit by a delegation from Minnesota State University, USA to KNUST 
· October, 2005 – Secretary, Committee on Restructuring of Central Administration and the Library 
· 2003-2005 – Registration Officer, Alumni Registration for the 2003/2004 – 2005/2006 academic year graduation ceremonies
ADMINISTRATIVE MEMORANDA:
1. Abraham Adusei, Charles Nsiah and Anthony Kuufare. (June, 2019). Board/Management Committee for KNUST Foundation
2. Abraham Adusei and M. K. Okrah. (June, 2019). Hosting of the Faculty of Educational Studies at the College of Humanities and Social Sciences  
3. Abraham Adusei and Anthony Kuufare. (February, 2019). Official Organogram for KNUST
4. Anthony Kuufare and Abraham Adusei. (January, 2018). Review of Policy on Commutation Allowance

5. Abraham Adusei and Anthony Kuufare. (March, 2018). Proliferation of Newsletters

6. Anthony Adjapong and Abraham Adusei. (November, 2017). Inconsistencies in the Vision and Mission Statements of the University

**Memos Before 2017

1. Abraham Adusei and M. K. Okrah. (November, 2012). Locking of Offices During Break Time submitted to the Vice-Chancellor 
2. M. K. Okrah and Abraham Adusei. (July, 2012). Compensation for Committee Secretaries submitted to Registrar
3. Abraham Adusei and M. K. Okrah. (December, 2009). Upgrading the Position of Assistant Registrar, Vice-Chancellor’s Office to a Deputy Registrar Status submitted to Registrar
4. Abraham Adusei. (January, 2007). The Colours and use of the University’s Logo submitted to the Registrar 
5. Abraham Adusei. (February, 2007). Labelling of University Property submitted to the Registrar 
6. Abraham Adusei. (March, 2007). Construction of Speed Ramps on Principal roads within Campus submitted to the Vice-Chancellor
7. Abraham Adusei. (August, 2007). Health Risks encountered by Secretarial Staff in the use of Computers submitted to the Deputy Registrar (HRD)
8. Abraham Adusei. (October, 2006). Upward Review of Charges for Certain University Services submitted to the Registrar through the Examinations Officer
9. Abraham Adusei. (October, 2006). The Need for a Monument of Dr. Kwame Nkrumah on Campus submitted to the Vice-Chancellor 
10. Abraham Adusei. (November, 2004). The need for appropriate Office Chairs submitted to the Pro Vice-Chancellor 
11. Abraham Adusei. (November, 2004). Towards the Introduction of a Workers’ Bus System submitted to the Vice-Chancellor  
WORKSHOPS/CONFERENCES/SEMINARS ATTENDED: 
· 14th to 15th February, 2019 – Continuous Professional Development Workshop for GAUA Members 
· 20th to 24th August, 2018 – 8th Summer School on “Improving Quality of Higher Education through Effective Measurement and Evaluation” at KNUST

· 21st to 25th August, 2017 – 7th Summer School on “Technology, Manpower Training and Development” at KNUST 
***Before 2017
· 15th to 17th August, 2016 – 6th Summer School for Senior Staff on Strengthening the linkage amongst Academia, Industry and Government at KNUST
· 18th to 19th August, 2015 – 5th Summer School for Senior Staff on Sustainable Development of Tertiary Institutions in Ghana Amidst Economic and Security Challenges at KNUST
· 18th to 19th August, 2014 – 4th Summer School Workshop for Senior Staff on Advancing Science and Technology through Effective Communication at KNUST
· July, 2013 – Two-day Training Programme in Modern Secretarial/Office Management Skills at KNUST

· 3rd to 4th September, 2013 – 3rd Summer School Workshop for Senior Staff on Lean Management Systems and Creating Customer Value/Satisfaction at KNUST
· 20th August, 2012 – 2nd Summer School on Raising the Standards for 21st Century University Education organised by QAPU and Human Resource Division of the Registrar’s Offices, KNUST
· February, 2012 – Two-day Workshop for Staff on Winnable Proposal Writing organised by the Quality Assurance and Planning Unit of the Vice-Chancellor’s Office and the Human        Resources Division of the Registrar’s Offices – KNUST 
· March, 2012 – One-day Workshop on First Aid in Managing CPR, Bleeding, Shock and Fracture organised by the Driver and Vehicle Licensing Authority (DVLA), Kumasi 
· September, 2009 – Two-day Workshop for Front Line Administrative Staff on Customer Service Management and Organisational Performance at KNUST
· September, 2007 – One-week Workshop for Executive Assistants and Private Secretaries (WEAPS) at the Ghana Institute of Management and Public Administration (GIMPA), Accra 

· March, 2004 – Three-day Workshop for Children’s Ministry Teachers of the Presbyterian Church of Ghana, Old Tafo District (Kumasi) on Being an Effective Sunday School Teacher
· May, 2002 – One-week Seminar on HIV/AIDS Peer Education organised by the Kwabre District Assembly (now Kwabre East), Mamponteng 

· February, 2002 – Two-day Workshop on Effective Youth Leadership and Report Writing organised by the District Youth Ministry of the Presbyterian Church of Ghana, Old Tafo District, Kumasi 
· June, 2001 – One-day Workshop on the Role of the Contemporary Administrative Staff in Business Organisations organised by the Department of Secretaryship and Management Studies – Kumasi Polytechnic, Kumasi 
ACADEMIC/OTHER AWARDS 

***Before 2017 
· Certificate of Honour for Excellent Professional Performance as Best Worker: Senior Staff for 2016 at the 2016 KNUST Excellence Awards

· Citation by the 2015/2016 Academic Year SRC for Contribution to the Cause of the Progress of Students’ Leadership and Welfare

· Vice-Chancellor’s Special Award as the 2014 Most Supportive Staff at the Vice-Chancellor and National Union of Ghana Students’ Excellence Awards

· Best Graduating Students’ Award in recognition of outstanding performance for being the 3rd Best Student during the 2009 National Professional Qualifying Examinations by CIAMC

· Certificate of Honour by the Registrar’s Offices Welfare Fund (KNUST) as an Active Member for the year 2009

· Best Staff for year 2006 (Senior Staff Category) of the Registrar’s Department – KNUST, Kumasi

· 1st Position Winner in the First National Young Managers Essay Competition – 2004, organised by CIAMC
· Certificate of Honour in recognition of dedicated service awarded by the Association of HND Secretaryship and Management Studies Students Association (AHSMAS) – 2000/2001 academic year

· Best Business Student Award for 1997 at Simms Secondary School 

· Best Business Secretarial Student for 1997 at Simms Secondary School 

· Third Best Overall Student for 1997 at Simms Secondary School
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