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DOREEN 
Dubai(.U.A.E)
Post applied for:customer service representative
OBJECTIVE:
Yearning for a job at your company where my skills, talent and experience can be fully utilized to increase on production efficiency.
summary of key skills:
• Profound knowledge of documenting information and filing records manually and electronically

• Experienced in administration roles for example documentation
• Highly skilled in performing customer services duties via telephone and in-person

• Demonstrated ability to calculate figures for assisting accounting procedures
· Proficient in both computer software and hardware ( good working experience on Microsoft office and email applications).

· Good knowledge of database management ( Microsoft access).

WORKING EXPERIENCE
· Worked  asAn administrator at Uganda  from September 2014 to February 2016 a real estate company.
Responsibilities held.

· Maintain and update listings of available properties

· Provide professional customer care for all customers

· Determine clients’  needs and financial abilities in order to propose solutions that suit them

Worked as a credit officer at Balcon credit limitedkampalauganda  fromJanuary 2012 to September 2014 a microfinance banking institution.
Responsibilities held
· Reconciles transactions by comparing and correcting data.

· Identifies financial status by comparing and analyzing actual results with plans and forecasts

· Improves financial status by analyzing results, monitoring variances, identifying trends and recommending actions to management.

EDUCATIONAL  QUALIFICATIONS.
· Holds a bachelor’s  degree in entrepreneurship and small business management of makerere university kampala-uganda2014
· Holds a Uganda advanced certificate of education 2010 and Uganda certificate of education 2008.
Personal information
Date of birth                   : 18thjuly 1990
Nationality                    : Ugandan

Marital status                   : married
Languages proficiency: English(excellent on both written and spoken).

Other languages         : Kiswahili
Passport details
Place and date of issue: 18/01/2016
Expiry date :  18/01/2026
Visa status:husband visa(3years)
I hereby  declare that the above mentioned information is true to the best of my knowledge and belief.
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