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KEY QUALIFICATIONS

BWETE Evelyn has accumulated a vast wealth of Administration and Management.  She is Administrative Assistant in the Faculty of Arts and she performs the following duties:
· Focal point of contact for the Dean’s office and department for all communications. 

· Maintain the Dean’s diary for efficient time management, schedules meetings, makes appointments and co-ordinates with other Deans / department secretaries to ensure smooth operation. 

· Deals with incoming mails and actions as required, responds to routine correspondences from external parties for meeting requests, subscription, maintenance, trainings, etc.. 

· Receives telephone calls, records and relays messages. 

· Receives / prepares /disburses Faculty communications, letters, memos, & e-mails. 

· Prepares fairly complex reports / presentations / spreadsheets (often technical in nature) as requested. 

· Prepares Agendas & Minutes of the meetings. 

· Proof reading, formatting of financials and other control documents as and when required. 

· Maintains detailed list of all incoming & outgoing correspondences for the Dean. 

· Take the minutes of meetings including Faculty meetings and summarize them with clarity and preciseness 
· Assist with planning and arrangements for conferences, seminars and other similar events hosted by Faculty and work on related logistics.

· Communicate collegially and effectively with all other Administrative Offices.

· Provide administrative support and assistance to the Office of the Dean in the various functions and activities carried out by their offices. 
· Take and distribute messages for the Associate Dean / Assistant Dean / Faculty. 
· Meet all visitors and guide them to appropriate personnel.

· Administer and maintain log for Classroom Equipment (projector etc) 
· Maintain Faculty/employee attendance log on a daily basis / prepare monthly report.

· Maintain a filling system for the Faculty

· Maintain and update the mailing list used in all official correspondence by the Faculty.

· Requisition stationary and supplies as needed 

· Help students and direct them to the right Faculty Offices.
BWETE Evelyn has accumulated a vast wealth of experience in records management.  When she was Administrative Secretary to the Deputy University Secretary, she performed the following duties:
· Coordinating a wide variety of programs and/or activities (e.g. purchase orders, facility reservations, budget expenditures, site meetings, classroom and site staff coverage, state testing , graduation ceremonies, coaching schedule, homework for absent students, etc., as assigned.) for the purpose of meeting program and/or activity requirements in compliance with established guidelines.
· Maintaining a wide variety of documents, files and records (manual and computer) (e.g. administrative records, building keys, office procedures, all forms, building personnel records, student files, etc.) for the purpose of providing up-to-date reference and audit trail.
· Maintains inventories of supplies and materials (e.g. all general supplies, equipment repairs, etc.) for the purpose of ensuring items’ availability.
· Maintaining student attendance and enrollment data (e.g. as assigned) for the purpose of complying with University requirements.
· Monitoring account balances and financial transactions (e.g. general fund faculty budget, account expenditures, purchase order documentation, etc.) for the purpose of maintaining accurate records in compliance with accounting and record keeping practices.
· Orienting new site personnel (e.g. substitutes, staff, volunteers, etc.) regarding appropriate school and district practices (e.g. keys, folders, directions, building procedures, etc.) for the purpose of effectively assimilating new personnel and/or volunteers into site operations.
· Overseeing office staff, student assistants, volunteers, etc. for the purpose of ensuring appropriate procedures are followed and/or meeting work demands.
· Preparing a wide variety of reports and written materials (e.g. budgets, memos, letters, flyers, handbooks, discipline, truancy and suspension reports, fire drill reports, etc.) for the purpose of documenting activities, providing written reference and/or conveying information.
· Processing a variety of documents and materials (e.g. purchase orders, substitute time sheets, daily attendance, work orders, etc.) for the purpose of disseminating information to appropriate parties.
· Researching discrepancies of attendance information and/or documentation for the purpose of ensuring accuracy of attendance data.
· Responding to inquiries from a variety of internal and external parties by phone, letter and/or in person (e.g. staff, parents, students, public agencies, etc.) for the purpose of providing information, facilitating communication among parties and/or referring to others.

As Library Assistant, She performed the following duties
· Lend and collect books, periodicals, videotapes, and other materials at circulation desks.
· Enter and update patrons' records on computers.
· Process new materials including books, audiovisual materials, and computer software.


·  Locate library materials for patrons, including books, periodicals, tape cassettes, Braille volumes, and pictures.
· Inspect returned books for condition and due-date status, and compute any applicable fines.
· Answer routine inquiries, and refer patrons in need of professional assistance to librarians.
· Maintain records of items received, stored, issued, and returned, and file catalog cards according to system used.
· Sort books, publications, and other items according to established procedure and return them   to shelves, files, or other designated storage areas.
· Instruct patrons on how to use reference sources, card catalogs, and automated information systems.
· EDUCATION BACKGROUND
	YEAR
	INSTITUTION
	AWARD

	2012-15
	Ndejje University
	Master of Business Administration(Management)

	2008-2011
	Ndejje University
	Bachelor of Business Computing and Information Management

	2004-06
	Uganda Institute of Information and Communication Technology
	Diploma in Records and Archives Management

	2003
	CIBUMAS
	Certificate in Computer Studies(MS Words, Windows XP and Excel)

	1994-96
	Kampala High School
	Uganda Advanced Certificate of Education 

	1990-93
	Kampala High School
	Uganda Certificate of Education


Employment Record
2015-Up-to date: Faculty of Arts Administrator-Ndejje University
2008-2015: Administrative Secretary to Deputy University Secretary- Ndejje University
2013-Up-to date: Part Time Business Consultant-Noble Business and Research Consults Ltd

2003-2008: Library Assistant- Ndejje University
1998-2002: Library Assistant- GreenHill Academy
QUALIFICATION RESEARCH DONE

2015: Team Building and Employee Morale. Case Study of Total Uganda Limited. (MBA)
2010:
Data Base Management System in an organization. A Case study of Total Uganda   Limited (Bachelor of Business Computing and Information Management).
2006: Evaluation of Registry in an organization. A case study of Total Uganda Limited (Diploma in Records and Archives Management)
	YEAR
	CONSULTANCY WORK DONE

	2016
	Training in Conflicts in Organization : Management, Resolutions

	2016
	Training Students and Lecturers on Research and Journal writing skills

	2016
	Training in Management and Leadership  for  organization’s success

	2016
	Training in Managing Competition in current volatile Environment

	2015
	Training in Organizational Development Course for  Managers

	2015
	Training of Youth Development through entrepreneurial skills development 

	2015
	Training in Registry Usage and Development in an organization in Kampala

	2015
	Training in Strategic Human Resource Management

	2015
	Training in Team Building in Organization

	2015
	Training in Capacity Building and Change Management 

	2014
	Training in Practical Approach to employee motivation in an organization in Kampala.


SKILLS DEVELOPED

· Management /Administrative Skills       

· Problem Solving / Analytical / Conceptual Skills

· Communication Skills                           
· Strategic Planning/Thinking Skills           

· Managing Human Resource                  

· Writing timely Reports and Proposals  

· Leadership Skills                                  
                    

· Entrepreneurial Skills                                                                       
· Ability to work under pressure
· Research Skills

· Computer skills
· Managing & Building
LANGUAGES

♦English – very Fluent   
♦Luganda – very fluent
HOBBIES: 
Reading, Writing, Watching games.
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