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CURRICULUM VITAE

I. Personal Profile:

Marital Status
: 
Married

Language

:
 English (Fluent - oral/written)                        

Computer Skills
:
Microsoft Office packages (Ms. word, Ms. excel, etc)

Visa Status

:
Tourist
II. Educational background:

· Bachelor’s Degree of Business Administration: Nkumba University, Entebbe -Uganda (East Africa), 1998-2001, Focus: Administration, Accounting
· High School Education (Uganda Advanced Certificate of Education (UACE)), Buddo Senior Secondary School1996 -1998, Focus:Arts/commerce.

· Ordinary Secondary School (Uganda Certificate of Education – (UCE))St. Charles Lwanga Senior Secondary SchoolKasasa-Uganda, 1990-1994, Focus: Arts and Sciences.

III. Career Objective

Seeking a position to utilize my skills and abilities in commercial industry that offers professional growth while being resourceful, innovative and flexible

IV. Working Experience

Administrative Assistant / Cashier (Jan 2008 -2011)

Duties and responsibilities

· Collecting hostel fees from students. 

· Paying wages to hostel workers. 

· Overall supervisor and hostel management.

· Banking hostel fees and reconciling hostel ledgers.

· Paying out all hostel utility bills (Electricity, Water etc)

· Writing the necessary accounting books of the hostel.

· Make and repair all damaged items at the hostel.

· Ensure secure storage of all hostel equipments and materials.

· Manage and man the hostel store.

· Perform any other tasks directed by the hostel management.

National Consultative Committee on fast tracking of East African political federation under Ministry of East African Affairs (Prime Ministers Building Kampala-Uganda (Jan 2007-June 2007) Administrative Assistant

 Duties and responsibilities

· General

Central Mechanical Engineer’s Office, Kampala, Uganda (Nov 2003-August 2006)

Book Keeping 

Duties and responsibilities:

· Writing the cash book, Ledgers, Bank reconciliation statement
· Collecting Bank return forms from the Bank.
· Picking the weekly / monthly Bank statement from the Bank
· Any other duty directed by the Cashier.
St. Paul’s Primary School Banda – Uganda. (Sept 2004 – Mar 2005) Contracted to write, arrange and organize books of accounts 
Duties and responsibilities:

· Arrange and reconcile filled documents
· Writing the cash book

· Vouchering and filling

Good Shepherd pre & primary school Natete - Uganda (Nov 2003 – Dec 2004)

Acting School Bursar / Cashier

Duties and responsibilities:




· Cash book writing
· Voucher writing 

· Receiving & Banking school fees

· Ledger writing & filling 

· Bank & Cash book reconciling statement writing.

V. Other Responsibilities

2001 to date
Treasure Lyamutundwe Youth Council 1 

2000 - 2001
Member Nkumba University catholic community

1998 - 2000 
Journalist and subscriber to Nkumba Times.

1996 - 1998
Chairman Buddo Senior Secondary beauty contest pageant and member Buddo

                          Drama Club (BUDRAC).

1992-1994
Member St. John’s Ambulance first aid group (St. Charles LwangaKasasa SSS)

1984-1990
Class monitor (P1, 3, 4,6, 7), House Captain (Lwanga House), Dormitory
                          Captain and Acting Head Boy (1990) St. Savio Junior School.

VI. Competencies (skills, abilities and capabilities)

· Knowledge of windows operating systems

· Good communicational skills and interpersonal skills

· Team player

· Hardworking and dynamic

· Creative and honest

· Good customer services care

VII. Special Interests:

· Reading news papers, magazines

· Interacting and making friends.

· Travelling.

· Adventuring and visiting new places.

· Watching movies

· listening to music

