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PROFILE SUMMARY
Dynamic professional with 5+ years of delivering high quality customer service and exceptional administrative work performance within diversified industri achieved client satisfaction, loyalty and retention. Consistently demonstrated resourcefulness and initiative in support of top management with flexibility in communication, analytical, organization, coordination, time management and interpersonal skills.
STRENGTHS
	1.
	2+ years of proven Gulf experience
	2.
	Superb Customer Service & Admin Skills

	3.
	Supply Chain Management - Logistics Exposure
	4.
	Ready to assist customers at all times

	5.
	Perform efficiently under work pressure
	6.
	Tact to deal with multicultural clientele

	7.
	Work under minimum supervision
	8.
	Excellent Communication - Interpersonal Skills

	9.
	Commitment to service excellence
	10.
	Highly motivated - Reliable - Confident
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QUALIFICATIONS
	DEGREE​IN​COMMUNITY​BASED​REHABILITATION​
	​Kyambogo university
	2007-2011

	UGANDA ADVANCED CERTIFICATE OF EDUCATION(“O” level)
	2006

	UGANDA​CERTIFICATE​OF​EDUCATION(“A”​level​)
	​
	2004
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CAREER SNAPSHOT
Customer Service
September 2013 - Present
Sales associate/administrator
KOTON YASMALL (www.Landmarkinternational.com)
Landmark group Companies is one of the largest franchisers in the UAE with various brands around the middle east including New look which deals in fashion for ladies, men and kids they have registered a lot of success since it started trading in UAE.
	Merchandiser / Customer Service
	june 2011- june 2013

	BHS – Sales Associate
	

	BHS
	​,design team creates sustainable fashion for all with affordable prices and a variety of collections including
	
	

	everything from dazzling party collections to quintessential basics and functional sportswear
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Customer service Enumerator representative
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BANK OF UGANDA IN CONJUNCTION WITH UGANDA BUREAU OF STANDARDS
On behalf of Bank of Uganda and Uganda Bureau of Statistics I participated in various Annual Surveys as;
An Enumerator: - collecting information and interviewing citizens acrossthecountryaboutRemittancesorPersonal Transfers which was aimed at determining the;
· Value of cash personal transfers 
· Value of in kind personal transfers 
· Transfer channels used and Use of cash personal transfers received 
· Survey on Workers’ Remittances to Uganda, 
· Survey on Personal Transfers to Uganda 
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	Customer service front Desk
	2009-september 2010

	Afrasia general consulting services(Uganda)
	
	


Afrasia general is a consulting company introduced in Uganda to help the citizens of the country to gain easy access to the outside by without a lot of haggling. the company dealt in helping patients make informed decision on hospital abroad. Helping student obtain admission and sponsorships in abroad universities​.
BAFUMBA RITA
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Customer Service
1. Act as first point of contact for customers while projecting professional image at all times. 
2. Tact to deal with customers of diverse nationalities. 
3. Accord highest attention to customers and use customer service skills to heighten sales opportunity of each customer contact. Apply basic concepts, practices and procedures of handling client's complaints while meeting high quality standards for customer services. 
4. Display high quality, prompt and professional service to achieve customer satisfaction, loyalty, repeat and referral business. 
5. Process customer transactionsandrespondtoproductsandservicesinquiriesinaresponsive,accurateandtimelymanner. Ensureunderstanding of client needs through great attention to detail. 
6. Obtain and examine all information to assess validity of complaints and determine causes. Referunresolvedcustomergrievancestodesignated department for further investigation. 
7. Keep records of customer interaction and transactions, document details of inquiries, complains and actions taken. 
8. Continually develop understanding of company's culture, products, services, ethical initiatives and other areas ofbusiness. Reflectthesamein everyday performance. 
Administration
9. Act as a liaison between management and employees on all administration and personnel matters 
10. Carry out administrative duties efficiently includingcorrespondence,logisticscoordination,bookkeeping,customerrelationsaswellastechnical support. 
11. Skilled in using computers programmed with software to perform administrative tasks such as drafting correspondences, scheduling meetings and arranging travel needs. 
12. Manage and keep confidentiality in all correspondences, company documents and reports. 
13. Handle multiple priorities, meet deadlines and follow up critical issues. 
14. Coordinate with various groups within organization and provide accurate, efficient and committed office work support in completing daily activities. 
15. Built good client relations and tracked client feedback. Also, generated customer thank you letters 
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Sales associate/Administrator KOTON YAS MALL AND MARINA MALL UAE (September 2013 to date)
· Responsible for interacting and communicating with customers directly while at the front of the house and welcoming customers. 
· Ensure that the best in class customer care service is provided to both internalandexternalcustomersoftheorganizationandtoensurethatit remains consistent 
· Advising customers by giving them product information about fabric the origin of products and the brand in general. 
· Handle the tasks of maintaining a positive image of the store by keeping it organized and tidy at all times. 
· Updating store documents of daily activities. 
· Help customers do fitting and helping them with sizes 
· Being updated of the store progress by knowing the sales target, ATV and IPC 
· Up selling and reaching daily individual and store sales targets. 
· Handling cash as well as processing payments through credit cards by cashiering 
· Responsible for responding to customer queries and update latest fashion trends, promotions or discounts. 
· Attending to minor merchandising in absence of the main merchandising team. 
· Putting back stock from the fitting room back to its respective display 
· Handling administration work ie. Updating weekly rotas, updating weekly and monthly trade reports, actions plans for the store, updating the store sales diary, break down of the monthly target, updating the commercial notice board. 
BHS – Sales Associate (April 2009-August 2012)
Managed proper functioning of fashion store
Maintained an awareness of all promotions and advertisements
Handle the tasks of getting clothes and accessories for trial
Responsible for offering exceptional customer service
Perform responsibilities of cleaning the store to make it appear in an appealing and presentable manner
Responsible for providing knowledge of the fabrics and materials to customers
Handle the tasks of preparing and maintaining sales records on a daily basis
Participate in sales trainings and programs to enhance sales skills and techniques
Handle the tasks of stock taking
Adhered to company policies as outlined in the employee policy guide and code of business conduct
	BANK OF UGANDA  IN CONJUCTION WITH UGANDA BUREAU OF
	June 2007 – July 2010

	STANDARDS
	

	ENUMERATOR REPRESENTATIVE/CUTOMER SERVICE
	

	ROLES AND RESPONSIBILITIES
	


· Collection of filled questionnaire, ​editing and checking against previous survey questionnaireandfinancials submitted thus improving my analytical and communication skills in a professional environment. 
· Talking to citizens and educating them about remittances and the benefits to the country 
· Collecting data from citizens around the country about remittances 
· Moving from one district to another to hit our monthly target of questionnaires as given by the team leaders 
AFRASIA GENERAL COSNSULTING COMPANY
Customer service/front desk personnel
· Ensure that the best in class customer care service is provided to both internal and external customers of the organization and to ensure that it remains consistent by; 
· Welcoming visitors in person 
· Taking phone calls and referring inquiries 
· Setting up meetings for clients and the managements 
· Maintaining security and data by filling up visitors book and issuing customer budges 
· Maintaining our position in the consultancy industry as the best customer service providers by ensuring excellent service delivery to customers on a daily basis through daily monitoring and evaluations of the Contact Centre Advisors. 
· Helping patients make informed decisions on selecting hospitals by giving them information 
Key Accomplishments :
Because of the excellent Customer Care field I and the team have been able to achieve the following:
· Employee of the month November 2013 andIwasawarded“appraiserewardsandrecognition”certificate and an amount of 500 aed by the company in appreciation 
· I was also selected out to represent another brand of the company called FUNKY FISH by attending press events and also participating in marketing and advertising the brandbyattendingeventsliketheREDFEST to spread information 
· My team and I also Initiated a solid Training Needs Analysis which was adoptedbythewholeteamatlarge and is still currently being used and the store was awarded best performance 2013. 
ON-JOB TRAININGS
	Date
	TRAINING UNDERTAKEN
	SKILLS ATTAINED

	
	
	

	2013
	Customer service, Art of
	Goal setting, prioritizing and Managing time

	
	Selling
	and
	product
	effectively, How to deal with challenging

	
	knowledge at LMG training
	customers,  Effective  skills  in  people

	
	centre.
	
	
	management,  Planning, Implementing and

	
	
	
	
	Monitoring projects and activities at a Team

	
	
	
	
	level, getting to know the type of product we

	
	
	
	
	sell the material and make.

	2014
	Stock
	
	inventory
	Stock take, stock chain movement from the

	
	management(SIM) training
	ware house to stores to customer. stock

	
	
	
	
	transfer, stock receiving and stock returns.

	
	Orpos Cashier training
	

	2015
	
	
	
	Cashier operations, how to transact, use of


VeriFone machine, credit notes and returns Use of visa, master and other cards and cash
transactions
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	Nationality
	:  Ugandan

	Date of Birth
	:
	10-​oct- 1988

	Marital Status
	:
	Single

	Visa Status
	:
	Employment

	Driving License
	:
	Uganda

	Languages
	:
	English, native language
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