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OBJECTIVE
 To utilize my knowledge, skills and abilities in an environment that offers an opportunity to have hands on experience in a business setting and understanding in your organization
A progressive career in the field of human resource management and administration     with a great success at maintaining quality work .Accomplished at meeting targets as well as advancing an organization’s mission. 
An innovative, energetic and proactive leader with vision as well as proven ability to achieve tangible results at all times. Background includes extensive knowledge and experience in national HR Skills, computer applications and communication and interpersonal      skills.
PERSONAL PARTICULARS
Nationality                           : Ugandan
Date of Birth                        : 23rd October 1986
Marital Status                       : Single

Languages                            : English.
PERSONALITY PROFILE 
I am an enthusiastic and dedicated individual with wide experience across areas of Administration and Customer Care. A self-motivated person who is dedicated to work, with an outgoing personality, excellent communication and interpersonal skills, with the ability to adapt well to new situations and ideas, able to work with minimum or no supervision ready to face challenges that come my way and to work as an effective team leader and member who is able to develop and motivate others to achieve targets with demonstrated        ability.
SKILLS ACQUIRED
· Excellent computer skills including proficiency in MS Office, Excel, Access and Power Point.
· Leadership abilities.
· Good written and oral communication skills in English and Kiswahili.
· Strong organizational skills with an eye to detail
· Communicate persuasively and clearly and also learn from past experiences
· Ability to co-ordinate, compile  reports and work relations
· Ability to build consensus through strong team work.
QUALIFICATIONS
AUG 2008– MAY 2011       MAKERERE UNIVERSITY
                                                  Bachelor of Arts (Arts)
JAN 2006-NOV 2007          ST MARKS COLLEGE NAMAGOMA
Uganda Advanced Certificate of Education


JAN 2002-DEC 2005          KIGEZI COLLEGE BUTOBERE
Uganda Certificate of Education
JAN 1995 – DEC 2001         ST ALOYIUS PRIMARY SCHOOL
Primary Leaving Pass slip
SKILLS ACQUIRED/CAPABILITIES:
· Management with good knowledge of human resource competences
· Ability to carry out interviews and capture data validation.
· Computer knowledge and application in Microsoft Office Programmers’.
· Analytical skills and good sense of judgment.
· Ability to lead and work with team for a common goal and learn from others.
· Report writing, analysis and interpretation skills, excellent customer relations
· Carrying out geographical field work, collecting data, documentation and reporting.    
WORK EXPERIENCE 
Company:          EMIRATES SECURITY SERVICES DUBAI (UAE)
Designation:         CCTV operator / Assistant Security Supervisor

Date:               MAY 2014 
 Currently working in CARREFOUR CITY CENTRE FUJAIRAH

Responsibilities;

· Customer service “priority”

· shrinkage recovery

· Ware house safety control

· Training of new recruited staff

· Loss management control 

· Fire and Evacuation training
Achievement

· Customer service skills

· fire and evacuation skills

· Understanding the different interests that different people have in day today life

· ability to make oral and written report communication

· Ability to resolve complaints

· Investigation skills
CAPITAL Forex Bureau Exchange 2013 to March 2014                                                                                             
Cashier:

Responsibilities

· Receive payment by cash, check, credit cards, vouchers, or automatic debits.
·  Issue receipts, refunds, credits, or change due to customers.
·  Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.
·  Greet customers entering establishments.
·  Maintain clean and orderly checkout areas.
· Establish or identify prices of goods, services or admission, and tabulate bills using calculators, cash registers, or optical price scanners. 
Eclipse Group.      
Equipment Audit & Procurement 
Personal Responsibilities:
· Carrying out Equipment Audits and Sending reports to the Managing Director.
· Logging in Equipment and Logging out Equipment
· Keeping Equipment in its proper locations for proper management.
· Procurement of the Equipment and negotiating prices for the company.
· Identifying and evaluating potential supply sources in accordance with approved procurement guidelines. 
· Maintaining the procurement records as per the records management procedures. 
· Ensuring that items and services procured are delivered on time in line with the signed documents. 
· Managing the performance and development of staff in line with Company’s performance management system. 
· Organizing logistical support in the monitoring and evaluation of projects in line with the Company Recovery and Transformation Events and Projects.  
Participation:
· Maintaining Detailed Records for the launch of Qatar Airways Uganda and helping in the smooth running of the campaign, including data management and managing teams out in the field. 
· Maintaining Detailed Records for Aramex Uganda including data management and effective team management of the team out in the field.
· Maintaining Detailed Records for the launch of Airtel Money Uganda and managing the team out in the field.
August 2009 – January 2010 Eclipse Group     
Clerical Officer and Brand Ambassador
Personal Responsibilities:
· Maintaining detailed records
· The clerical officer processes payments received
· Actively promote the organization's products
· Passes out literature regarding products
· Distribute information amongst the public to create knowledge about product.
Participation:
· Maintaining Detailed Records for ZAP Uganda and helping in the smooth running of the campaign, including data and managing teams out in the field. 
· Maintaining Detailed Records for Alvaro including data management and effective team management of the team out in the field.
· Maintaining Detailed Records for Ariel Campaign, including data entry.
· Maintaining a detailed record for Always Campaign including data entry and managing the teams out in the field.
· Acted as a Brand Ambassador for the Daily Monitor Match for Cash Campaign.
January 2008- 2010    Soft Media Services
Administrative Assistant
Personal Responsibilities:
· Managing the performance and development of staff in accordance with the Performance Management guidelines. 
· Provide office support to executives and managers.
· Type and distribute correspondence, make travel arrangements and maintain files.
· Create and modify documents
· Maintain hard copy and electronic filing system
· Set up and coordinate meetings
· Management of the day to day Events Calendar
· Any other duties as may be assigned to me.
Participation:
· Maintaining Detailed Records for the launch of Qatar Airways Uganda and helping in the smooth running of the campaign, including data management and managing teams out in the field. 
· Maintaining Detailed Records for Aramex Uganda including data management and effective team management of the team out in the field.
· Maintaining Detailed Records for the launch of Airtel Money Uganda and managing the team out in the field.
ADDITIONAL SKILLS
IT Skills: Proficient at MS Office applications and internet use
CAREER INTEREST:
· Professional Human Resource.
· Human Resource Consultant
CERTIFICATION
I the undersigned, certify that to the best of my knowledge and belief, the above data correctly describe me, my qualifications and my professional experience. 


