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RAYMOND 
RAYMOND.348683@2freemail.com 

 PERSONAL INFORMATION
Visa status              :Tourist
Availability             : Immediately
PROFFETIONAL SUMMERY
      Adependable customer care /data entry agent seeking to become part of a growing and productive team within a reputable company that will allow full  utilization of my skills.

CORE QUALIFICATIONS AND COMPITACES.
· Certificate in  Computing(networkinng and computer maintainance) (Uganda)
· Well versed with use of the internet Microsoft office and flight specific softwere like cargowiz

· Practical and extensive knowledge of inbound and outbound check protocal

· Exceptinal knowledge cargo build up. Break down and/or acceptanc/del;ivery and documentation prcedures.
· Execptional communication skills and Good personal computer skills

· Uncommon ability to priotise work flows
· Uncommon ability to work under pressure

WORKING EXPERIENCE
2014 -2015  Document controller/office assistant  Sales Department Emaar properties   (UAE) 
Duties
· Managed printed and electronic files

· Raised and progressed purchase orders.

· Received, sorted and distributed New contracts and other documents 

· Prepared Documents for courier

· Maintained office filing and storage systems 

· Updated and maintained database with new contracts Details and changes in the old ones 
2012-2013 customer service agent    Entebbe airport   (Uganda
Duties

· delt with passenger enquiries about flight departures and arrivals

· checked in passengers and gave seat numbers

· provided boarding passes and luggage labels

· informed passengers about luggage restrictions

· weighing baggage and collecting any excess weight charges

· calmed and reassured nervous passengers 
2010-2011 Data entry operator Arknet Uganda Ltd 
· Entered data accurately into computerized databases & Excel spreadsheets.

· Located and corrected data entry errors. 

· Ensured documents met required quality standards

· Carried out data manipulation in Excel spreadsheets. 

· Occasionally carried out various administration tasks like, photocopying, filing etc.

· Reviewed, validated ,output and performed specified manual checks on the data to ensure consistency and completeness.
