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Curriculum Vitae                                        
CAREER OBJECTIVE:
A highly flexible, dynamic administrator and customer  service individual  with good skills and experience in customer service in front office, sales with experience in multiple organisations. This experience is knit together with exceptional good personal skills, good listener and proficient both in spoken and written English.
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STRENGHTS:
· Ability to adapt challenging situations & environments.
· Good knowledge in Excel and updating the data with formulas.
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· Excellent in interpersonal communication and knowledge of salesmanship. 
· Flexible and well developed interpersonal skills.  
· Excellent in personal interactions with the staff and volunteers at all levels of the organization.
PROFESSIONAL EXPERIENCE:
Sales Agent – (2012-2014)
Responsibilities:
· Attend meetings, seminars and programs to learn about new products and services, learn new skills, and receive technical assistance in developing new accounts.
· Calculate premiums and establish payment method.
· Confer with clients to obtain and provide information when claims are made on a policy.
· Contact underwriter and submit forms to obtain binder coverage.
· Customize insurance programs to suit individual customers, often covering a variety of risks.
· Develop marketing strategies to compete with other individuals or companies who sell insurance.
· Explain features, advantages and disadvantages of various policies to promote sale of insurance plans.
· Interview prospective clients to obtain data about their financial resources and needs, the physical condition of the person or property to be insured, and to discuss any existing coverage.
New styles Book shop
-
Kampala, Uganda

2010-2012
Key Responsibilities
-
Receptionist and sales
· Helping customers find the books they want from shelves without them going through the hassle of looking for them.
· Recording customer complaints and working hard to fulfill their demands as complaints are good for development.
· Recording customer details and contact information in the company’s data base. This helps to retain customers as they feel part of the company thus increasing sales and customer levels that lead to profitability.
· Giving customers full attention while they look for books in the store. This helps them make the right choices that can entice their coming back to the shop.
· Having strong knowledge of the products and giving relevant advice and assistance to customers.
· Making sure all customers leave the shop premises with a smile of gratitude.  
Languages:
English, luganda , Kinyarwanda
EDUCATION BACKGROUND
Bachelor Degree in  Business Administration 2009
Makerere University Business School Kampala (Uganda)
Personal Details:
Sex:                Female
Date of birth:   24th Nov 1984
Nationality:      Ugandan
Visa status:     Tourist visa
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