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Career Objective
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To use my professional experience, knowledge, and skills in managing the client of your company from the front desk
Professional Summary
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I have more than 5years experience in client/customer relationship
I can: 
· Effectively manage the front desk 
· Build professional relationship with client 
· Handles office admin effectively 
· Communicate effectively in the English language 
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Professional Experience:
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Feb 2011 –Feb 2015 AGA KHAN MEDICAL CENTER, Uganda
(Aga Medical center has a daily traffic of more than 100 clients, with focus on general medicine)
Position: Customer care supervisor
Roles:
· Receive telephone calls and emails and re- route them to employees 
· Checking  attendance of employees 
· Stand –in for emergency employee off duty 
· Maintain daily call logs 
· Delegating staff to duties 
· Prepare performance evaluation sheets for employees 
· Reports directly to the customer care manager 
Achievements
· Improve employee attendance 
· Help to develop job responsibility for the employee under my supervision 
· Had an award as the best department for 2 years 
2007 – 2011 CASE MEDICAL CENTER, Uganda
· Case Medical Center has more than 400 employees, being one of the largest private medical centers in Uganda, it boost a daily traffic of more than a 300 patients daily 
Position:  Receptionist
Roles:
· Answering all incoming calls / emails and directing them to respective parties 
· Performing data entry and other clerical tasks such as typing, photocopying, printing among others 
· Dealing with any inquiries at the reception 
· Monitoring stationery stock and re-ordering when required 
· Ensuring that the reception area is tidy and clutter free 
· Dealing with car park requests and hospitality requirements 
· Sending daily reports 
Educational Qualifications
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2007 – 2010  University of Makerere, Uganda
B.Sc Procurement and supply chain management
Professional Trainings
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· On the job customer care training 
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Key Skills and Competencies
· Telephone skill 
· Customer relationship skill 
· Microsoft office skill 
· Listening skills 
· Pressure handling skills 
· Fluent in verbal communication –English 
· Typing of business correspondence 
AREAS OF EXPERTISE 
· Customer care 
· Office administration 
· Purchasing and logistics management 
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Personal Information
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Date of Birth:
February 27th 1986
	Civil Status:
	single
	

	Gender:
	Female
	

	Language:
	English
	

	
	
	
	

	Referee
	
	
	


Referee will be provided on request
