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B. Career Objective
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To find a challenging position to meet my competencies, capabilities, skills, education and experience in Procurement and Supply Chain Activities, Front Desk Coordination, Call Center & Customer service. My career has led me to specialize increasingly in the management complex of international brands as far as procurement activities are concerned. Providing me such knowledge, in which required in different operations within the ambitious budgets of different brands. I've learnt the application of modern leadership methods for staff motivation and involvement in both decision-making, Team Work and target-setting, clarity in communication, and easy inter relations within the Team.
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· I am quick and flexible

· Outstanding customer service experience

· Ability to work Independently as well as part of a Team

· Good interpersonal and communication skills


D. Academic Qualification

	Year
	Institute
	Award

	
	
	

	2006-2009
	Makerere University Kampala
	Bachelor’s in Procurement And

	
	
	Supply Chain Management

	
	
	

	2004-2005
	Excel Senior Secondary School –
	Uganda Advanced Certificate of

	
	Mukono
	Education (UACE)

	
	
	

	2000-2003
	Metha Secondary School
	Uganda Certificate Of Education

	
	
	(UCE)
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E. Other Certificates Awarded while at the MTN Academy


· 2008 - Certificate In Customer care , YMCA Business Institute
· Purchasing: finding sources of Supply – MTN Academy E-Learning - 2012
· Professionalism , Business Etiquette and personal accountability - MTN Academy - 2012
· Risk Management ; accessing A Risk – MTN Academy -2012
· Making Decision Ethically. – MTN Academy - 2012
· Advanced management Skills – MTN Academy. 2012
· Customer Service Confrontation and Conflict – MTN Academy 2012

F. TRAINING AND WORK EXPIRIENCE


1. May 2008- Internship with Sugar Corporation Of Uganda Limited (SCOUL) Department: Procurement Department

Duties and Responsibilities:

· Organize all Procurement activities relating to request for proposals, sealed bids, and quotes.
· Review requisitions for completeness and accuracy, follow up on discrepancies with the initiating department, identify available supplier for each requisitioned item.
· Organize and maintain computerized records containing vendor and bid information.
· Process requisitions into purchase orders using BUYSPEED and resulting change orders.
· Receive, open, screen, log and date stamps bid response/quotations, mail as required and organize bids for review by the specialist.
· Perform general clerical duties such as maintaining general files, typing, and data entry, opening mail and completing and processing standard purchasing forms.
· Coordinate and schedule meetings and appointments as requested, respond to inquiries which do not require the personal attention of the procurement specialist.
· Correspond with Vendors regarding prices, product and availability and delivery.
· Respond to inquiries from departments regarding requisitions, purchase orders, contracts and pricing information.
· Maintain knowledge of all organizational and governmental rules affecting purchases, and provide information about these rules to organization staff members and to vendors.
· Review requisition orders in order to verify accuracy, terminology, and specifications.
· Prepare, maintain, and review purchasing files, reports and price lists.
2. July 2010- August 2014:

Department: Customer RelationShip management.

Company:
MTN Telecommunications - Uganda

Job Title: Call Center Team Leader

Responsibilities:

· Provision of high-level customer service defined by positive attitude, an efficient and adaptable approach to resolving customer queries at first point of contact.
· Gathering Market intelligence and advising MTN on any unusual developments within the industry, through customer feedback.
· To answer all customer queries within the quality parameters (Call Centre procedures) defined by the department.
· To act as first priority of query resolution, and where necessary, take ownership and scarlet all services and product related queries to appropriate groups utilizing Fault Management
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system

· To provide customer education for all MTN products and services with a view to acquiring subscriber and /or enhancing loyalty.
· To ensure that service times are strictly adhered to
· To interact with existing and potential customer to guide them in the use of demonstration services and products.
· To update client details on the Billing system
· Assist client with coverage problems.
· To process all queries and to ensure that they are forwarded to the correct party.
· People and performance management
· Delivering good customer experience with MTN Uganda
3. September 2014 -To date ALJABER COIN LLC (Abu Dhabi)

Job Title:  Basic Security and Customer Service Officer

Responsibilities:

· Representing the Masdar city image and protecting its dignity.
· Welcoming visitors at the reception.
· Issuing pass to visitors.
· Allocating meeting rooms for visitors and staff.
· Protecting and preserve company properties.
· Deliver excellent customer service, at all times.
· Deal with all enquiries in a professional and courteous manner, in person, on the telephone.
· Fulfill all reasonable requests from guests to ensure their comfort, satisfaction and safety
· Conduct regular security checks throughout the day and report security issues to line manager and security Supervisor.
· Carry out instructions given by the management team and head office.
· Always adhere to all company policies and procedures and licensing laws.
· Be responsible for evacuation, in cases of emergency, acting as first point of contact for guests and the emergency services.
· Circulate among visitors, patrons, and employees to preserve order and protect property.
· Call police or fire departments in cases of emergency, such as fire or presence of unauthorized persons.
· Receiving and making out bound calls on behalf of Masdar city

G. Personal Strength

· Strong Team player

· Self-motivated and result-oriented

· Hard-working with minimum supervision even under pressure to meet strict deadlines

· Sharing of knowledge and expertise for collective success

· High level of integrity and strong moral character

· Eger to learn and meeting new challenges.

H. Miscellaneous Skills


· Knowledge of Microsoft office
· Experience in Microsoft tools such as Windows XP, 7, 8 and 10 Operating Systems.
· Driving Skills
· Strong Written and Verbal communication Skills
· Proficiency in Standard work Procedures and Ethics
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	Language
	Speaking
	Writing
	Reading

	English
	Excellent
	Excellent
	Excellent

	Swahili
	Excellent
	Excellent
	Excellent



K. Reference


Available upon request.

