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PERSONAL DETAILES:       
Gender                       :        MALE     
Date of Birth             :         18 -10 -1992
Nationality                :        Ugandan
Language                  :        English 
Marital Status          :         Single
Post Applied         
 







   SECRETARY /RECEPTIONIST/OFFICE ASSISTANT
 CARREER OBJECTIVE                                                                                                                  
To experience working in different employment fields , to have the chance to work in a company that have a very good reputation and to fill a position that i like and goes with my qualifications , knowledge, and experience and also offer me to enhance my carrier and multi culture relationship.

ABILITIES
· Willingness to take challenging assignments. 

· Effective leadership and good team spirit.

· Young and energetic able to work under all conditions and pressure.
· Ability to work under scarce supervision
· I am quid ands flexible.

· Friendly disposition with clear spoken English.

· Calm, efficient and organized.
    COMPUTER  SKILLS

· Speed typing, excel, ms world, power point, emailing.

     SECRETARIAL SKILLS
· Business corresponding.

· Accounting.

· Office administration.

· Phone skills, taking message, shorthand,etc
  WORKING EXPERIENCE

· One year working as cleaner (Dubai Islamic Bank).
· One year working as office assistant and receptionist (DIB) Dubai.

· Two years cashier in super market Uganda

EDUCATION AND QUALIFICATION:                                                            
· High school graduate (certificate) Uganda.
· Executive secretarial training (certificate) Dubai
DECLARATION
I certify that the above are true and correct to the best of my knowledge and ability. If given a chance to serve you. I assure you that I will execute my duties for the total satisfaction of my customer and superiors. I will appreciate if could provide me a chance to be interviewed which should help you in judging my suitability for the post

