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[bookmark: personal-details]PERSONAL DETAILS
	Full Name:
	Magreth Werema Mgesi
	
	Date of Birth:
	30 May 1995

	Sex:
	Female
	
	Marital Status:
	Married

	Nationality:
	Tanzanian
	
	Contacts:
	+255 769 686 650:
maggiewerema@gmail.com


[bookmark: professional-profile]PROFESSIONAL PROFILE
[bookmark: educational-background]Dedicated and highly organized Social Welfare professional with over four years of experience in public service, community engagement, and administrative coordination. Demonstrated ability to manage confidential information, support senior officials, coordinate stakeholders, and handle multiple priorities with professionalism and discretion. Strong communication skills in English and Swahili, solid computer literacy in Microsoft 365, and a strong academic foundation in International Relations and Diplomacy. Motivated to contribute effectively in a diplomatic mission and international working environment.
EDUCATIONAL BACKGROUND
	Year(s)
	Qualification
	Institution

	2014 – 2016
	Diploma in International Relations and Diplomacy
	Centre for Foreign Relations (CFR), Tanzania

	2013 – 2014
	Certificate in International Relations and Diplomacy
	Centre for Foreign Relations (CFR), Tanzania

	2009 – 2012
	Certificate of Secondary Education (CSE)
	Yusuf Makamba Secondary School


[bookmark: professional-experience]PROFESSIONAL EXPERIENCE
Social Welfare Officer
Chato District Council, Geita Region
(2021 – Present)
1. Provide administrative and operational support within district social welfare services. 
2. Coordinate with government officials, NGOs, health institutions, and community leaders. 
3. Prepare official correspondence, reports, and documentation with a high level of accuracy and confidentiality. 
4. Organize meetings, manage schedules, and support stakeholder engagements. 
Volunteer  as social services officer
PASADA NGO Dar es salaam Tanzania
(2018 – 2020)
1. Supported community outreach and social development initiatives and Worked closely with community members and partner institutions.
2. Assisted with documentation, data collection, reporting, and coordination of services. 
[bookmark: language-proficiency]LANGUAGE PROFICIENCY
	Language
	Speak
	Read
	Write

	Swahili
	Excellent (Mother tongue)
	Excellent
	Excellent

	English
	Excellent
	Excellent
	Excellent


[bookmark: computer-skills]COMPUTER SKILLS
	Program
	Proficiency

	Microsoft 365 (Outlook, Word, Excel, Teams)
	Very Good

	Office Administration & Documentation
	Good


[bookmark: key-skills-competencies]KEY SKILLS & COMPETENCIES
· Executive and administrative support
· Strong organisational and time-management skills
· Drafting and processing official correspondence
· Confidential information handling and discretion
· Stakeholder liaison and customer service orientation
· Attention to detail and accuracy
· Ability to manage multiple priorities
· Teamwork and independent working capability
[bookmark: personal-attributes]PERSONAL ATTRIBUTES
· Proactive, trustworthy, and professional
· High level of integrity and discretion
· Flexible, reliable, and service-oriented
· Calm and solutions-focused under pressure
[bookmark: referees]REFEREES
	REFEREE 1
	REFEREE 2

	Dr. Theresia Komba
Medical Doctor & Facility In-Charge
Nyabilezi Health Center
Tel: +255 764 347 614
	Elinipendo Joshua Mziray
Senior System Analyst
Management and Development for Health (MDH)
Tel: +255 758 698 022



