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 BENON                                                                    

D.O.B:                               20TH JANUARY 1992

Marital Status:                   SINGLE

Citizenship:                       UGANDA

Current Location:               ABU DHABI, UAE

CAREER SUMMARY
A document controller with a proven ability to establish and maintain an effective filing and archiving system for paper documents and files in accordance with company and archiving procedures. Easy going by nature and able to get along with both work colleagues and senior managers, currently looking for a suitable document controller position/Administration Assistant

KEY SKILLS

· Document Controlling and Management

· Highly adaptive with good communication, inter personal networking and public relations 
· Good organization skills and highly motivated with a lot of personal initiative Correspondence Preparing  

· Significant experience of Document Controlling and committed to duty
· Effective communication skills with ability to influence at all levels in English

· Ability to work on complex Tasks and in adverse environments, under Minimal Supervision and  meet deadlines

· Self-starter, motivated and enthusiastic

· Computer Skills Ms 

ACADEMIC HISTORY
	QUALIFICATIONS
	INSTITUTION/COLLEGE
	YEAR OF QUALIFICATION

	HIGH SCHOOL DIPLOMA
	MUKONO TOWN ACADEMY
	2011 - 2012

	COMPUTER SCIENCE
	RWENZORI COLLEGE OF COMMERCE
	2009 - 2010

	OFFICER’S TRAINING
	TIGER SECURITY COMPANY
	JAN 2008 - JUNE 2008

	SCIENTOLOGY OF STUDY (ONLINE COURSE)
	VOLUNTEER MINISTERS INTERNATIONAL
	06 - SEPT - 2012


28TH DEC 2013 – PRESENT: 
Position: Document Controller
Established in 1988 and now one of the leading irrigation, landscaping and agricultural companies in Abu Dhabi-UAE. GCC employs more than 1800 staff involving in landscaping, pipeline, infrastructure, and operation & maintenance of municipal soft and hard landscape and associated infrastructure

Main Activities

· Data Entry,  Document Controlling and Management
· Covered general clerical services and assisting in the duties of the administrator
· Proper Scan of Project documents, Filling and Storage of Hard coppies for quick and smooth search where need be
· Assisted in coordinating partner projects and coordinating meetings for all projects
· Preparing of outgoing Correspondences and replying of incoming correspondences with the Project Managers review
· Full Assistance to the Project Manager in Scans, Photo copies, Email writing and meeting Updates#

2011 – Aug 2013: Green Home Organisation for Women Development, Kasese, Uganda
            Position:  Document Controller

Roles & Responsibilities
· Data Entry,  Document Controlling and Management
· Covered general clerical services and assisting in the duties of the administrator
· Proper Scan of Project documents, Filling and Storage of Hard coppies for quick and smooth search where need be
· Assisted in coordinating partner projects and coordinating meetings for all projects
· Preparing of outgoing Correspondences and replying of incoming correspondences with the Project Managers review
· Full Assistance to the Project Manager in Scans, Photo copies, Email writing and meeting Updates
· Prepared daily, weekly and monthly reports

2009- Aug 2010: Kampala Casino, Kampala, Uganda

Position: Front Office
Roles & Responsibilities

· Monitor entry and exit of vehicles and clients

· Call the police in case of any emergencies

· Making site patrols and investigations

· Answering public inquiries

· Alerting employees and the general public in case of emergencies

LANGUAGE PROFICIENCY

	LANGUAGE
	SPOKEN
	WRITTEN

	English
	Fluent
	Excellent

	Arabic
	Elementary
	Elementary

	French
	Elementary
	Elementary

	Swahili
	Fluent
	Excellent


HOBBIES & PERSONAL INTERESTS

· Sports

· Movies

· Television

· Travelling
PERSONAL ABILITY:
Hardworking, resourceful, dedicated, has the willingness to learn new things, can handle, extreme pressure, open to accept new task, can easily relate to others, flexible and dependable.
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