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PERSONAL DETAILS

DATE OF BIRTH:
9th, August, 1987

SEX

       :
FEMALE

VISA STATUS      :
VISIT VISA


SECRETARY/RECEPTIONIST.
Seeking a position that will benefit from my competent skills of serving customers.

KEY SKILLS AND STRENGTHS

· Competent clerical skill

· Excellent customer care skills

· Good telephone managing ability

· Excellent communication skills in both verbal and written techniques

· Having a friendly & professional manner.

· Excellent interpersonal skills such as: A Calm, efficient, organized and Flexible individual.

· Ability to work in a multicultural environment 

· Competent computer skills such as Microsoft word, power point, Excel, Outlook and Access.

WORK EXPERIENCE
Company: CENTENARY LIMITED UGANDA
Designation: Receptionist/ Secretary; June 2012 to August, 2015

Duties: 
· Answering phones and operating a switchboard.

· Answering inquiries about company.

· Greeting visitors warmly and make sure they are comfortable.

· Scheduling meetings and conference rooms.

· Making coffee and set out food.

· Ensuring reception area is tidy.

· Coordinating office activities.

· Gathering personal and company information.

· Arranging appointments.

· Perform basic bookkeeping, filing, and clerical.

· Updating appointment calendars. 

· Scheduling follow-up appointments
· Sorting and distributing incoming post and organising and sending outgoing post.

· Photocopying and printing various documents, sometimes on behalf of other colleagues.

· Arranging in-house and external events.

Company:  EXCEL LIMITED COMPANY   2010-2012

Designation: Receptionist/Secretary
Duties:

· Answering phones and operating a switchboard.

· Answering inquiries about company.

· Greeting visitors warmly and make sure they are comfortable.

· Calling persons waiting for visitor and book them a room to meet in.

· Scheduling meetings and conference rooms.

· Making coffee and set out food.

· Ensuring reception area is tidy.

· Coordinating mail flow in and out of office.

· Coordinating office activities.

· Arranging appointments.

· Giving visitors badges and directing them to where they can sign in.

· Collect and distribute parcels and other mail.

· Perform basic bookkeeping, filing, and clerical.

· Updating appointment calendars. 

· Scheduling follow-up appointments
ACADEMIC QUALIFICATIONS

· Fundamentals of accounting certificate.

· Bachelors in Industrial and Organizational Psychology.

· Certificate in Computer Studies

· Uganda Advanced Certificate of Education

LANGUAGES: English and Swahili
HOBBIES: Reading and  Listening to Music.
REFERENCES: To be availed upon request.

DECLARATION: I declare that the above information is true to my knowledge.

