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Curriculum Vitae

	                                  Personal Information Gerald.210674@2freemail.com 


	
	Name 
	Gerald 

	
	Gender 
	Male 

	
	Profession 
	Administrator 

	
	Qualification 
	Bachelors degree and Diploma 

	
	Nationality 
	Ugandan 

	
	Visa Status 
	Residency (Transferable)

	
	Marital Status 
	Married 

	
	Experience in Administration
	Eight years

	
	     
	


Career Aspirations

Seeking to excel in a challenging and rewarding career in administration/management and customer care. Designing Result based good administrative systems, management of organizations and community development. 

Seeking to advance in learning administration and management where my strong interpersonal skills and people oriented nature will ensure a fulfilling relationship with community and thereby enhancing the image of the organization and  furtherance of career growth. 

Demonstrated Skills

        Customer Interaction Management and public relations.

        Managing office operations and logistics.

        Managing petty cash 

        Negotiation skills and marketing skills, 

        Strong communication skills, both verbal and written.

        Administration and management.

        Motivator and counsellor 

        Document control. 

        Good analytical, quick rational decision making and problem solving abilities

        Very result oriented and self-motivated

         Fluency in English.

         Events condition.

        Good computer skills

        Service Coordination 

        Good Time Management

Education

	Period 
	Institution 
	Award 

	Aug 2005-June 2009
	Makerere University 
	BA (Second Upper division)

	Sept 2001-Aug 2003
	Kyambogo University
	Diploma in Education 


Professional Work Experience
Current Job 


Customer care Clerk: 
G4S Dubai


Reports to:               
Operations Supervisor  


Location:                  
Dubai


Company Industry:   
Service provision 


Starting date:           
From November 2011 to present 

Job Roles

Handling customers queries and suggesting to them possible alternatives, 

Sales 

Office administration and management.

Working as a contact person in coordination.

Document control and Filing.

Taking minutes during meetings. 

Making correspondences to different clients, 

Coordination, organizing meetings.

Taking care of office assets. 

Customer care, plus any other responsibility assigned to me. 

List of skills obtained

Service coordination,

Sales skills

Negotiation skills, 

Speaking skills, 

Office etiquettes,

Office coordination,

Documentation, and document control. 

Administration and management skills. 

Previous Jobs, 


Assistant Administrator:      Uganda Electoral commission          


Reports to:               
District Registrar/Administrator                


Location:                  
Rukungiri District 


Company Industry:   
Government of Uganda         


Starting date:           
January 2010               


End date:                 
July 2011          


Job roles 

File and records maintenance. 

Working as an ex-official in staff meetings and taking minutes. 

Receiving and disbursing mails.

Organizing conference room/board room for meetings.  

Taking care of office assets and keeps an inventory of them. 

Ordering for repairs for the office assets in case of breakages. 

Taking care of the welfare of the staff. 

Assigning jobs to different junior office staff.

Preparing office budget requirements and managing petty cash.

Managing staff schedules by keeping them updated on the current events.

Schedule appointments for higher positions with different visitors. 

Ordering for office supplies, answering calls, mailing and faxing services.  

Making Correspondences, memorandums and deliver them to different officials as required. 

Assisting the administrator in making staff appraisals and checking their performance 

Team Building, through coordination and regular meetings.

Employee engagement and public relations.

Doing other related tasks as assigned to me by my superiors


Administrative executive:          Position title: 


Reports to:                           
Operations officer  


Employer:                             
Kampala Casual workers association.


Location:                              
Kampala-Uganda.


Company Industry:               
Service provision  


Starting date:                        
January 2004 


End date:                              
December 2009


Job Roles 


Providing solutions/suggestions to customer queries and problems

Negotiating with clients on the provision of services.

Maintaining call records and complaint status.

Suggesting the best scheme to suit customer requirements.

Examining projects and preparing reports.

Handling customer complaints, as well as working as the public relations officer. 

Coordinating with sales department for optimum overall customer relationship performance

Forwarding customer feedback about product to relevant department

Ensuring prompt and efficient service to all customer issues.

Building a relationship and trust to bring about maximum customer loyalty and retention  

Representing the company in business transactions and in any other transactions delegated to me by directors.

Leadership Experience

I have got previous leadership experience in working with different organizations as a team player, and maintaining the good image of the company.

Languages

English as a first Language 

Areas of interest.

To learn new, administrative /managerial and marketing techniques. 

Work towards delivering positive customer services based on good understanding of customer needs. 

And Keeping abreast of the latest technological advances. 

