RESUME












POSITION

: CUSTOMER/ADMINISTRATION
DATE OF BIRTH

: 8TH MAY 1982

SEX


:  FEMALE

NATIONALITY

: UGANDAN
OBJECTIVE

Seeking a position where my experience will be further developed and utilized, to succeed in an environment of growth and excellence and earn a job that will provide me with satisfaction and self-development to help me achieve personal as well as the organization’s goals and objectives.

CAREER PROFILE

· Self motivated graduate with well developed project management and IT skills combined with a flexible attitude to work.

· A critical thinker with strong analytical skills

· Strong team-player with skills developed through hard work.

· Good organizational skills developed in a variety of deadline orientated situations.

· Get on well with people at all levels, easily making good working relationships.

· Software: All Windows operating systems, Microsoft Word, Excel. Power point, tally and ERP and Matrix solutions.
· Have good presentation skills combining sound analytical research and clear verbal explanation.

· Seek out new responsibilities.
WORK EXPERIENCE

FROM FEBRUARY 2009 TO DATE

SECRETARY / HUMAN RESOUCES OFFICER: LEFEBVRE ENGINEERING FZC

· Maintained daily timesheets for both workers and staff.

· Maintained the pay roll

· Handled daily petty cash through making entries and knocking off all the pending bills as per the payments made.

· Tallied the petty cash balance at the end of the day.

· Helped in payment of salaries to the workers.

· Taking care of HR duties such as applying for visas for new employees, renewal of employees visas, cancellation of visas, type and organize documents required by immigration authorities for visa services and any other immigration duties that may be required by the Company. 

· Sometimes issue cheques to the customers.

· Prepare and follow up on the bank guarantee refund of the cancelled workers.

· File personal documents of each employee in their personal folders and uploading all workers documents in the software.

· Receiving and maintaining workers leave forms.

· Answer and forward incoming calls.

DECEMBER 2007 TO MARCH 2008: VICTORY BUSINESS MICRO FINANCE.
· Process transactions accurately and efficiently in accordance with established policies and procedures.

·  Identify customer needs and refer financial products and services.
· Operate computer software used to perform daily duties.
· Daily operations with check cashing, deposits, withdrawals, and foreign exchange
· Tally all cash transactions made at the end of the day.
APRIL 2008 TO SEPTEMBER 2008: KEY BUSINESS MICRO FINANCE.
· Responsible for cash/checking deposits, processing loan payments, opening accounts, getting direct deposits accounts , Cash handling, customer service, balance drawer and petty cash.
· Supported clients in all banking transactions.
· Assisted in all clerical responsibilities within the Micro Finance.
OCTOBER 2008 TO JANUARY 2009: HASACO ENGINEERIN WORKS.

· Handled all official company correspondence efficiently

· Upgraded all office filing system and make sure every document is filed in both hard and soft copy for future references.
· Typed entire company documents and correspondence.
· Coordinated with various staff for operational support activities of the unit; serve as a liaison between departments and operating units in the resolution of day-to-day administrative and operational problems.

· Provide administrative/secretarial support for various departments/divisions such as answering telephones, assisting visitors and resolving a range of administrative problems and inquiries.
· Collect cash and cheques from clients and make sure that both are deposited to the bank.
· Tally cash balance at the end of the day.

· Follow up on pending payments from clients and make sure the pay their bills on time.
SUMMARY OF SKILLS
· Customer Service 
·  Data Entry 
·  Cash Handling 
· Analytical Skills 
· Balance Ledger  
· HR services
EDUCATION BACKGROUND

UNIVERSITY: Islamic University in Uganda

Awarded: Bachelor of Arts with Education

Period: 2002/2003 -2004/2006
HIGH SCHOOL: Taibah High school

Awarded: Uganda Advanced Certificate of Education

Period: 2000 to 2001

Secondary School: Iganga Secondary School.

Awarded: Uganda Certificate of Education

Period: 1996 to 1999.

TRAINING

BETHEL TRAINING INSTITUTE JINJA

Computer applications (Micro word, Micro excel, power point, outlook, tally and matrix)

