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Education
Pafof Computer College
2009

Certificate in computer packages Ms OFFICE, Quick books 

12 Years O-levels Luma Eastern College            
2005-2008

 Uganda certificate of secondary education
 Experience

G4S security  (Doha QATAR)            



  Dec 2012-Jan 2015
 Receptionist Hamad Cuban Hospital
· Welcoming patients and visitors by greeting patients and visitors, in person or on the telephone; answering or referring inquiries.

· Optimizing patients' satisfaction, provider time, and treatment room utilization by SCHEDULING appointments in person or by telephone.

· Keeping patient appointments on SCHEDULE by notifying provider of patient's arrival; reviewing service delivery compared to schedule; reminding provider of service delays.

·  Ensuring availability of treatment information by filing and retrieving patient records.

· Maintaining patient ACCOUNTS by obtaining, recording, and updating personal information.

·  Maintaining business office inventory and equipment by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies; SCHEDULING equipment service and repairs.

· Helping patients in distress by responding to emergencies.

·  Protecting patients' rights by maintaining confidentiality of personal and financial information.

· Maintaining operations by following policies and procedures; reporting needed changes.

· Contributes to team effort by accomplishing related results as needed.
Nawal center Mombasa  
                  



  FEB 2009-Nov 2012
 Administrator
· Undertaking Budget preparation by evaluating liabilities involved within the organization

· Recruitment of right staff within the organization 

· Coordinate meetings with the staff

· Routine operational task which entailed going to the port & undertaking market research  

· Apply knowledge analyze and exercise quality decisions to help attend organization  issues

· Broking and negotiating agreements for the organization with the clients

· Logistics management and transportation of commodities
· Managed and oversaw administrative functions to ensure all paperwork was processed efficiently and in a timely manner and met all compliance requirements

· handling many daily tasks such as answering e-mails, processing orders, cooperating with large customer base

Languages

English
Kiswahili
 Skills and competencies
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 Computer skills 
·     Able to work well under pressure, prioritize workload and work to deadlines.
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 Can work on own initiative.
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 Excellent written and verbal skills.
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 Highly motivated with a positive attitude.
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 Reliable and punctual.
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 knowledge of safety & precautions

	
	

	
	



