CURRICULUM VITAE:  MPAAMA MOSES

EDUCATION 

2010 - 2013           Uganda Christian University, Mukono

                                Bachelor of Business Administration                                     

 2008 – 2009         Kasese Secondary School, Kasese

                                Uganda Advanced Certificate of Education (U.A.C.E)

2004 – 2007          Kibiito Secondary School, Kabarole

                                Uganda Certificate OF Education (U.C.E)

1997 – 2003          Busiita Primary School, Kabarole

                                Primary Leaving Examination (P.L.E)

RESPONSIBILITIES HELD

· Students representative Business Administration class (Kampala campus)

· Information Prefect – Kasese Secondary School

· Health Prefect – Kibiito Secondary School

KEY COMPETENCIES

· Literate in Microsoft applications,

· Accounting and book keeping, 

· Communication skills, 

· Team player and administrative work.

WORK EXPERIENCE

Administrator/manager - (June-2015-March-2016)
· Administration duties

· Supervision, preparing of daily, weekly, monthly reports

· Float servicing-Mobile money

· Engaging airtel money agents 

· Work as a link between airtel and agents

· Registration and activation of lines and mobilization of the team
Property manager, residential apartments (part time job) 2015 

· Remit rent collected on behalf of the Landlord 

· On the instructions of the Landlord, to appoint and/ (or) supervise maintenance service providers.

· On the instructions of the Landlord, to source legal services which may include drafting of tenancy agreements, legal notices and legal action against defaulting tenants 

· Promptly inform the Landlord of any maintenance and/ (or) repairs needed to be done on the Premises.

· Act professionally at all times and in a manner that is not deliberately prejudicial to the interests of the Landlord.
Client Services Officer – Rapid SME Bureau (U) Limited (volunteer 2013)

· Provide clients with reports concerning their proposals to financial Institutions.

· Discuss with applicants to obtain information for loan applications and to answer questions about the process.
· Open and close accounts for clients.
· Post debits and credits of clients 

· Cross check transactions to ensure credits and debits balance at end of shift
· Performing branch clerical duties
· Request and interview clients for specified information and documents for credit eligibility
· selling the products and services of SME Bureau
· Handle customer complaints and take appropriate action to resolve them.
· Review and update credit and loan files.
· Compute payment schedules
· Ensure loan applications are complete and correct.
Skills acquired 

· Accountability skills

· Communication and customer care skills

· Record keeping

· Loan processing

Intern Accounts Office - Capital Shoppers Supermarket, Nakawa (January – April, 2012)
Responsibilities
· Checking purchase and sales ledgers

· Stock taking

· Checking and paying claims for employees

· Preparing weekly financial reports 
· Handling customer inquiries
· Writing Stock requisitions
· Reviewing expenditures together with the accountant

· Handling and receiving goods
Front Office Advisor – Simba Telecom (Vacation, August 2010 – October 2010)
Responsibilities
· Identify and solve customer's complaints & needs, 

· Handling face-to-face enquiries from customers

· Providing help and advice to customers using the organization’s products or services; 

· Communicating courteously with customers by telephone, email, letter and face to face; 

· To provide good customer services to clients for promotion of a positive company image

· Coordinate with relevant departments to ensure complex customer problems are solved effectively and timely giving feedback, 

· Educate walk in customers about company products and services that suit their demands and needs

· Sell and receive payments for company products & services and ensure stock availability at all times

Competencies
· Strong Organizational and multi-tasking skills.

· Strong Interpersonal skills.

· Good problem solver and works well under pressure.

· Team player with strong communication skills.

· Conflict Management and problem solving skills.

· Strong written and Oral Skills

· Strong analytical and problem solving abilities

· Innovation

· Integrity
BIO DATA

DATE OF BIRTH:        22nd February, 1990                                                                                                                                                                                                                                                                                                                                     

NATIONALITY:           UGANDAN                                      

SEX:                               MALE                                                                 

STATUS:                        SINGLE                                                        

LANGUAGES SPOKEN/WRITTEN:  English, Runyakitara (Rutooro,Runyoro,Runyankole), Luganda, 

HOBBIES

Watching and playing football, interacting with people, reading books, watching television and volunteering at Church or the community.
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