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NAME


:
Senita Osei Badu

DATE OF BIRTH

:
26th August, 1984

PLACE OF BIRTH

:
Kumasi

NATIONALITY

:
Ghanaian

MARITAL STATUS

:
Married

TELEPHONE

:
0242289022

POSTAL ADDRESS
:
Faculty of Built Environment, KNUST

E-MAIL


:
senibadu@yahoo.com
PRESENT POSITION
:
Assistant Registrar

CAREER PROFILE

Result-Oriented individual, hardworking, independent as well as an enthusiastic team player with a keen interest in establishing Consultancy Services in HRM. Receptive to innovative ideas, embraces challenges and willingness to learn.
SKILLS AND ATTRIBUTES

· Excellent communication, negotiation and interpersonal relation skills

· Able to work under pressure and meet deadlines
· Take personal motivation and reaching targets

· Enthusiastic team player

· Methodical approach to work, paying particular attention to details

· Innovative oriented individual

· Work under minimum or no supervision

· Computer literate with skills in MS Word, Excel, Power Point and Access
1.0. EDUCATION

(a) Institutions Attended with Dates

i. Kwame Nkrumah University of Science & Technology, Kumasi (2012)

ii. Institute of Commercial Management (2009)

iii. Kwame Nkrumah University of Science & Technology, Kumasi (2008)

iv. Yaa Asantewaa Girls’ Secondary School (2003) 
v. KNUST Junior High School, Kumasi (2000)

(b) Academic Degrees Earned with Dates

i. Masters in Business Administration (Human Resource Management)
 2012

ii. Diploma in Human Resource Management



          2009

iii. Diploma in Customer Service





          2009

iv. Bachelor of Arts Publishing Studies (Administration option)

         2008

v. Senior Secondary School Certificate




         2003

vi. Basic Certificate








2000

2.0.
ADMINISTRATIVE/PROFESSIONAL EXPERIENCE

2.1.
University Administrative/Professional Positions held with dates:

i. Nov. 2020 to date



Assistant Registrar

QAPU, KNUST

SCHEDULE OF DUTIES

As an Assistant Registrar at the Quality Assurance and Planning Unit, my responsibilities include the following: 

i. Manage staff under the general office, QAPU;
ii. Review and evaluate teaching and learning processes and outcomes, including related supporting services and rewarding teaching excellence;
iii. Ensure systematic monitoring and reviewing of the academic management of courses, teaching and performance;

iv. Monitor staff performance in teaching and learning;

v. Monitor and evaluate student outcomes taking into account student feedback to facilitate enhanced teaching and learning performance;

vi. Provide advice on requisite infrastructure to support high quality learning environment through the library systems, equipment and teaching and learning spaces such as classrooms and other facilities;

vii. Provide any other services to enrich and support students’ learning;

viii. Coordinate with the University Relations Office to publish Basic Statistics and Quality Assurance Bulletin;

ix. Carry out Educational/Institutional Research;

x. Coordinate accreditation/re-accreditation of academic programmes and assist in Institutional Audit;

xi. Carry out tracer studies on past students in collaboration with heads of academic departments/units; and 

xii. Perform any other duty that may be assigned by the Vice-Chancellor/Registrar or Head of Unit.

ii. August 2016 to Nov. 2020

Assistant Registrar

Faculty of Built Environment, KNUST
SCHEDULE OF DUTIES

As an Assistant Registrar at the Faculty of Built Environment, my responsibilities include the following: 

i. Serve as Secretary to statutory and non-statutory committees in the Faculty;

ii. Provide general assistance to the Dean in the management and administration of the Faculty;

iii. Liaise with the Faculty Examination Officer to facilitate and provide logistics for the conduct of examinations;

iv. Providing the necessary logistics for teaching and learning. 

v. Responding to students’ request and complaints.

vi. Providing support and general counselling services to students. 

vii. Organizing Faculty Board Meetings, Workshops and Orientations for students.

viii. Supervising Administrative Support Staff in the School including National Service Personnel.

ix. Provide support and advisory services for students and staff in the Faculty;

x. Coordinate Faculty and Departmental functions;

xi. Conduct Deanship and Vice-Deanship elections on behalf of the Registrar;

xii. Oversee the use and maintenance of facilities in the Faculty;

xiii. Manage the general environment of the Faculty;

xiv. Deal with welfare matters in the Faculty; 

xv. Perform other duties assigned by the College Registrar/Provost/Dean. 

xvi. Supervising Subordinate Staff in the Unit. 

xvii. Dealing with correspondence related to all staff issues in the Faculty.

iii. April 2016 to July 2016

Assistant Registrar

General Administration, KNUST 

SCHEDULE OF DUTIES

As an Assistant Registrar at the General Administration, I was responsible for the following: 

i. Providing general assistance to the Deputy Registrar (GA) in the management and administration of the Unit.

ii. Supervising Subordinate Staff in the Unit. 

iii. Secretary to the Committee for Cooperation and Understanding Between KNUST and the Surrounding Villages (NANANOM).
iv. Secretary to the Senior Staff Club Management Committee
v. Secretary to the Estate Management Committee
vi. Secretary to the Board of Survey, KNUST.
vii. Secretary to the Accra Guesthouse Management Committee
2.2.
Other Professional Experience/Positions held with dates:

i. Skilled Helper, KNUST Counselling Unit (August - Sept. 2017)

ii. Senior Administrative Assistant, KNUST (Feb. 2012 – April 2016)

Responsibilities

i. Assist the Assistant Registrar to prepare of training needs of staff in the University
ii. Assist the Assistant Registrar in serving the Grants and Scholarship Committee

iii. Organizing orientation for newly appointed staff

iv. Organize meetings and writing of minutes

v. Organize training/workshops for staff

vi. Responding to general issues

vii. Writing of Memos, Minutes and Reports

viii. Writing of letters of Retirement
iii. April 2010 to Nov. 2010

Teaching Assistant (Commercial 
Department) Sunyani Polytechnic,   
Voluntary National Service

Responsibilities:
· Assisting Lecturer with lecture notes on Human Resource Management
· Organizing tutorial sessions for students
· Helping students solve moral and academic problems

iv. Nov. 2009 to April. 2010

Contract as Administrative Assistant- 
Customer Service
Sunyani Regional Hospital, Sunyani

Responsibilities:
· Writing of Memoranda (Memos)
· Writing of official correspondence letters, Reports, Queries, Petitions
· Flagging of letters/documents
· Communication procedures
· Orientation of new employees
· Issuing of circulars
v. Oct. 2008 to Nov. 2009

Customer Service Personnel
National Service
Sunyani Regional Hospital, Sunyani
Responsibilities: 

· Manage and investigate all complaints from clients. 

· Conduct client satisfactory surveys in and out of the hospital. 

· Helping to build and maintain the reputation of the hospital at all times. 

· Giving utmost guidelines to clients on entering the hospital. 

vi. Volunteer Experience (April 2009) 

· Participant, polio immunization project (Rotary Club, Sunyani) 

· Participant, book donation by Rotary Club, Sunyani. 

Membership of Professional Organisation

· Member, Ghana Association of University Administrators (GAUA)

· Licentiate Member, Chartered Institute of Administrators and Management Consultants-Ghana (PIN: 2K20-240)

Referees 

· Prof. Joshua Ayarkwa
Kwame Nkrumah University of Science and Technology, Kumasi.

College of Art and Built Environment
E-mail: ayarkwajosh@yahoo.com
Tel: 0246010870, 0509314012
· Mr. Henry Harry Akosah

Registrar

Catholic University College of Ghana, Sunyani
Tel: 020 0276691/ 0243049675

E-mail: hhakosah@yahoo.com
· Mr. Michael Afrifa Darko
Manager, University Printing Press


Private Mail Bag, KNUST, Kumasi

Tel: 020 8122 706 /0265 077 988
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