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Gender                  :             Female
Nationality            :             Ugandan
Date of birth         :           14th June 1990
Marital status        :            Single
	CAREER OBJECTIVE

	To deliver a high level ofadministrative and customer Service, exceptional attention to detail while maintaining a heavy workload…a team player and a consummate professional.Well organizedandproactiveinprovidingtimely,efficientandaccurateadministrative supporttoofficemanagers andworkcolleagues.


	EDUCATIONAL PROFILE

	TERTIARY

	Certificate in Information Technology

Major in Microsoft Office (MS Word, Adobe, MS Excel, MS PowerPoint, and e-mail management
London Capital Computer College

2007-2008

	
	Course Certificate – Multimedia (includes concepts of Graphics Design, fundamentals of computer etc.)

Aptech Computer Education. 2013

Bachelor of Procurement and supply chain Management.
Major in Business/Contract Management, achieved 2nd degree.

Makerere University Kampala-Uganda.
2013


	

	

	WORK EXPERIENCE

	Customer service/ Administrative Assistant
 JordanaL.L.C, Dubai, UAE December 2014 to Present
Secretary/Administration assistant
National Medical Stores (NMS),

 Entebbe, Uganda
2009-2014

	Job Description
· Welcoming and greeting clientsand visitors,typingdocuments anddistributingmemos.
· Hand over the menu card to the guests and give them some space and time to deliberate and decide.
· Responsibleforpurchaseorders. Raisingofpurchaseordersandinvoicetracking.
· Creatingandmodifying documents using Microsoft Office. Updating,processing andfilingofalldocuments.
· Taking Orders, if the customers are confused or are not able to make a decision, it is my responsibility to describe as well as recommend them a particular food item. Giving a brief description and answering questions about the item. 

· Multitasking, to undertake various duties and look after many customers simultaneously. 

· Answer telephone calls, personal inquiries and/or sent through emails
· Photocopy, print and type 
· Preparation and issuing of biding documents to service providers

· Prepare minutes of bid meetings

· Document handling for example handling incoming and outgoing mails, ensuring the log books are up to date.

· Answering phone calls, mail handling, taking in messages and directing them to the concerned staff in office.

· Ensuring and delivering excellent customer service.
· Ensuring proper filing of records by updating on a daily basis



	SPECIAL SKILLS

	COMPUTER LITERACY
	Microsoft Word

Microsoft Excel

Microsoft Power point

	CHARACTER REFERENCES

	Available upon request


