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                                                      CURRICULAR  VITAE                                                    

CV No: 992472
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
Objective:

A Management position in which acquired expertise, creative talents and commitment to excellence will have valuable application.

KEY SKILLS:

Organizational
Provided supplies for the organization by identifying needs for reception, and establishing policies, procedures, and work schedules.

Communication

Provided communication systems by identifying needs; evaluating options; maintaining equipment; approving invoices.

Recruitment

Maintaining administrative staff by recruiting, selecting, orienting, and training employees; maintaining a safe and secure work environment; developing personal growth opportunities.

Job appraisal 

Accomplished staff results by communicating job expectations; planning, monitoring, and appraising job results; coaching, counseling, and disciplining employees; initiating, coordinating, and enforcing systems, policies, and procedures.

Purchasing

In charge of purchasing printed materials and forms by obtaining requirements; negotiating price, quality, and delivery; approving invoices.

Project Planning:

 Completed special projects by organizing and coordinating information and requirements; planning, arranging, and meeting schedules; monitoring results.

.

Team Work
 Contributed to team effort by accomplishing related results as needed.
Financial management
Achieving financial objectives by anticipating requirements; submitting information for budget preparation; scheduling expenditures; monitoring costs; analyzing variances.

EDUCATION
 1998-2000: NEW PORT UNIVERSITY OF CALIFONIA
(Masters Business Administration-Finance)

1995-1998: MANGALORE UNIVERSITY (South India)
(Bachelors of Commerce (B.com-Accounts)

1998-1999: THE BRITISH INSTITUTES (INDIA)
(Diploma in Business Management)

1992-1994: NKUMBA UNIVERSITY

(Diploma in Accountancy)

COMPUTER  COURSES

· DIGI COMP INSTITUTE OF SOFTWARE DESIGN ( India)

                            (Diploma in Web Technology)

· I.M.S TECHNOLOGIES(India)

                           (Diploma in office applications)

  ACCREDITATIONS

PROJECT: A project sturdy of the Export and Import policies and regulations of the Government of India.

PROFESSIONAL MEMBERSHIPS

· Certificate A.C.C.A(Stage-1)

· Certificate of Competence in Supervisory Management skills by Federation Of  Ugandan Employees(F.U.E)

· Certificate on Information Management, Arbitration and Taxation by Institute of Certified Public Accountants of Uganda(I.C.P.A.U)
COMPUTER SKILLS:
Familiar with Quick books, Tally ,Word, Excel, Power Point etc.
RESPONSIBILITES
· 1992-1994 Minister Of Education Nkumba University
· 1995-1998 President Mangalore Uganda Students Association(India)
· 2005-2006 Youth Leader.(Community Initiatives)
EMPLOYMENT
        2012-PRESENT): ABU DHABI) Bell Officer

· Offering general supervision, provide carriage services to hotel guests and ensures their satisfaction and comfort by promptly and courteously responding to guest requests.

· Greeting and assisting guests upon arrival  by helping sort and organize luggage from vehicle and sending  it to their rooms.


· Upon departure, I assist the guest by collecting luggage from their rooms to lobby, and helping the guest organize luggage into vehicles.
· Responding to guest needs by promptly delivering, in person, laundry, newspapers, iron & ironing board, additional linens, etc. Maintaining written log, recording these requests and deliveries.
· Responding to inquiries and promotions the hotels services, in person and on telephone, by explaining products/services. Provide the guest with up-to-date hotel information in order to enhance customer relations. 

· Keeping  abreast of local activities and the area's establishments in order to answer questions, recommend and give directions. 

· Maintaining a friendly, cheerful and courteous demeanor at all times. 

· Pointing out to each guest the fire exits, usage of TV and A/C and provide ice. 

· Ensuring delivery of  newspapers nightly to all occupied rooms . Monday  through Sunday. 

· Performing  other duties as assigned, requested or deemed necessary by management. 

· Ensuring clean lobby areas, courtyard and entrances and maintain them free of debris in order to present a clean and attractive facility to customers. 

· I ensure that all of the duties of other staff are carried out through constant communication. 

· Providing assistance to other employees and departments to contribute to the best overall performance of the department and hotel in general.
ACCOUNTS RECEIVABLES CLERK (TRAINING 2012) 

· Posting all cash receipts, discounts, allowances, price difference, returns and other charge backs to customer accounts timely and accurately.

· Maintain up-to-date billing system.
· Follow up, collection and allocation of payments.
· Maintaining thorough, well organized accounts receivable customer files
· Monitoring customer account details for non payments, delayed payments and other irregularities.

· Process, transmit and run credit card transactions for customer sales and refunds.
· Ensure and maintain returns being processed in warehouse and make sure the chargeback amount does not exceed the total authorized amount.

· Carry out billing, collection and reporting activities according to specific deadlines.

   2009-2010: DYNAMIC GROUP LTD (Finance and Administrative officer)
· Reviewing and approving monthly payroll to ensure that staff period sheets are duly filled out properly and appropriately and submitted on time to concerned departments.

· Co-ordinate and liase with staff in regards to logistics and procurement activities and roles..

· Ensure costs systems are maintained,and also improve on the current cost systems effectiveness and their effeciency.

· Safeguarding the integrity of accounts records and financial records in accordance with company accounting and financial policies.

· Overseeing the daily financial management issues including processing of payments voucher, cash handling.

    2007-2008: MOUNTAINS OF THE MOON HOTEL (Accounts,Finance and administration):
· Supervision of accounts Assistants and store officers and transport officers mountains of the moon hotel.

· In charge of Accounting Operations and Controls. 

· Monitoring/Undertaking of store and fixed Asset operations.

· Regular updates on store and fixed asset values and controlling of physical fixed assets against store accounts and registrations.

· In charge of Cash Operations,bankings,reconcilliations and controls.

· Analysis of budget control reports and preparation of proposals for follow up. 

2005-2006:UGANDA INFLIGHT SERVICES(Internal Auditor)
· Identify, plan and test controls; recommend actions to management and present findings. 

· Helped in the audits of the various departments of the company. 

· Took part in audits of business organizations dealing in communications like Mtn,Celtel in Uganda,
· Performed audits a pharmaceutical manufacturing company in Uganda(Vine Pha.
· Coordinated with management and trustees to ensure a system is in place that provides guarantee about the identification and evaluation of all major risks, on an annual basis. 

· Reporting to the audit management and committee on the programs, policies, and activities of the various organizational departments. 

· Organized, planned and carried out the internal audit functions that included the preparation of an audit plan that completes the duty of the department, assigning work, scheduling and estimating resource needs. 

· Conducted any tasks or reviews requested by the audit committee executive. 

· Managed contact with the external auditors and make sure that every party is not only aware of the other's work but also well aware of areas of concern. 

· Provided the audit committee and management with an opinion on the internal controls in the charity. 
· Helped group internal audit in executing special investigations, internal audit, compliance with policies and regulations and reviews of the Group's companies' internal control system. 

· Provided administrative support to different organizational departments. 

· Prepared internal audit reports. 

· Any other ad-hoc duties as assigned. 
Hobbies and skills
Soccer, Bird watching, Badminton, Table Tennis ,Squash, Darts, Puzzles, Scrabble etc

Languages
Fluent in English and French-Basic-Reading only

