PENELOPE 
_______________________________________________________________________

A:
PERSONAL BIO-DATA
Sex 

: Female

Date of birth
: 9th Sept 1988

Marital
Status
: Single

Visa Status      : Employment Visa
Notice Period   : Less than a month
NOC Available: YES

Nationality
: Ugandan
Reasons for Leaving”: Dubai Office Closed
Profile summary

I hold a Bachelor of Arts in Mass communication specialized in Public Relation. I have worked as Archives Clerk, Administrative Officer, Customer Service, regional supervisor, a cashier and A customer care representative &trained in Customer care, work etiquette and participated in leadership training.                                                                                                                                                                                                                                                                                                                                                                                  

B:
CAREER OBJECTIVES

To be able to work in the fast moving firm/organization where new ideas are welcome, applications of new skills are involved and to deliver top level service so as to make a significant impact on stakeholders through my expertise in administration and Customer Care 
C:
EDUCATIONAL BACKGROUND 

· Graduate – Bachelor of Arts in Mass communication majored in Public Relations-2009-2012
· High School Completed- 2008
· Ordinary Level Completed -2004

D:
PROFESSIONAL WORK EXPERIENCE
Employer: Consultancy Ltd

Period of Employment: 2015- Up to date

Position: Administration/ Archives Clerk
· Keep records of materials filed or removed, using logbooks or computers.
· Cash handling and accountability , Courier and send reports 
· Sorting the right cvs and suitable candidates for the available openings and make follow up with the clients 

· Add new material to file records, and create new records as necessary.

· Perform general office duties such as typing, operating office machines, and sorting mail.

· Track materials removed from files in order to ensure that borrowed files are returned.

· Gather materials to be filed from departments and employees.

· Business Development for the company which includes getting new accounts and attending business meetings with our clients sometimes.
· Responsible for sending right candidates to the clients, make follow up and arrange for interviews
· Sort or classify information according to guidelines such as content, purpose, user criteria, or chronological, alphabetical, or numerical order.

· Take incoming calls and allocate them.

· Receive mails and deliver the messages

· Perform any other office duty assigned to me 
· Receptionist role
Employer: ISON BPO UGANDA LTD (Airtel Uganda):

Period of Employment: 2013-2015
Position: Customer Care Representative-Call Center (Part-Time)
Job functions & responsibilities

· Taking inbound calls as per the Service Level Agreement

· Educate and Provide accurate information about Company products and Service to the callers/customers

· Ensure that the quality of the calls is in compliance with predefined parameters

· Ensure that the assigned targets in accordance with Service Level Agreement are met

· Ensure that the calls are answered as per standard operating procedures

· Use appropriate problem-solving skills to handle difficult or irate customers

· Regularly attend training ,coaching, briefing sessions conducted

Employer: Magnolia Investments Limited and Buena Fortuna Associates Ltd:
Period of Employment: February 2012-2015
Position: Administrative officer and customer care
Job functions & responsibilities
· Handling of the Administrative aspects relating to office program implementation like procurement, Secretarial, transport, day to day running of the office

· Responsible for  banking  and all inquiries in the bank regarding the organization

· Coordinating and preparing of the organizational financial statements and management reports

· Meeting clients on behalf of the human resource manager 

· Ensuring proper accountabilities with all relevant attachments

· Writing reports and document activities  undertaken in the organization 

· Manage office correspondences and records.

· Register clients and taking their orders 

· Keeping the petty cash 

· Conducting interviews and trainings on behalf of the human resource manager.

· Performing any other duties that may be assigned from time to time

· Planning and running office supplies and logics.
Employer: Worked with Vision Group (Urban Television)

Period of employment: 2011-2012



Position: internship   

Job functions & responsibilities

· Video editing

· Camera work

· News gathering
Period of employment: 2008 – 2009   

Employer: Worked with Victoria Inn, Kabale 

Position:  Cashier

Job functions & responsibilities

· Coordinate procurements for the company
· Collecting all debts on behalf of the company
· Process and effect all payments to suppliers

· Make all requisitions and receive all payments / revenues

· Open and close stocks on a monthly basis

· Sending daily, weekly and monthly reports
E:      SHORT COURSES ATTENDED
· Certificate in Effective Customer Service 
· Certificate in Work Place Effectiveness 

· Trained in Records Management

· Trained in improving Secretarial Skills 

· Managing stress at the place of work

· Trained in Supervising Money transfer(mobile money )
F:
PERSONAL STRENGTHS
· Ability to work within a team and lead a team

· Highly motivated and self-driven

· Ability to work under pressure and meet deadlines

· Ability to work with no or minimum supervision

· Good communication and interpersonal skills

· Good problem solving skills

· Excellent analytical skills.

· Ability to handle customers well in busy hours
G:
COMPUTER SKILLS ATTAINED
· Microsoft word

· Microsoft Excel

· Microsoft PowerPoint

· Data Base management

· Internet/Email Management

H: ACTIVITIES/INTERESTS
· Modern Literature 

· Socializing/Learning new skills

· Adventure 

· Working  with communities in varied locations and settings
· Watching
I. LANGUAGE PROFICIENCY

            Language                
· English
         Fluent        
· African                     Mother tongue
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