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BRIEF PROFILE

I have a profession in Business Administration with working experience as Administration and Accounts Officer with African Coffee Academy, Senior Sales Executive YOG Motor Parts Ltd (Uganda)
My experience in administration and Sales has greatly contributed to my technical skills, high level of customer service and managerial expertise through executing functions such as but not limited to; understanding the nature and quality of product, market surveys, presentations to clients, processing requisitions, inventory handling and practices, confirm correct delivery of shipments, packing and preparing correct orders for delivery,  supervision of other employees to ensure customers’ needs and company objectives are met.
I have worked with administration as well as finance department in several industries to include; Agriculture (Food processing & packaging) and Automotive industry (Parts division) 
	Career Objective

	My desire is to apply the knowledge I have amassed in my career to enable organizations achieve their goals and objectives and at the same time expose my competencies, skills and innovation. 

	KEY COMPETENCIES

· Administration & midlevel management

· Meeting Sales targets
· Inventory methods and practices
· Interpersonal skills, service delivery and customer service
· Computer skills in Microsoft office tools: MS Project, Word, Excel, Access, PowerPoint, Outlook
· Selling to customer needs
Education
Bachelor of  Business Administration - Makerere University Kampala (MUK) – College of Business 2007 to 2011 
I graduated from Makerere University Kampala with a degree in Business Administration which is attested by UAE and with academic qualifications in business administration, accounting and financial management, marketing and strategic management, human resources, etc.


	WORK EXPERIENCE

Senior Sales Executive (reporting to Operations Manager) – 2013 to 2014
Key activities:
Achievements:
· Explaining clients the quality of products compared to other products in the market
· Making purchase orders as per the requisition an availability
· Ensuring timely deliveries to clients
· Monitoring and assisting other employees as they attend to clients
· Getting client feedback on quality of service and products.
· Regular book keeping
· Receiving, inspecting and issuing parts
· Technical skills in managing large stock quantities, managing complicated and demanding customers
· High standards of customer service and customer satisfaction as we meet client demands
· Great interpersonal skills and I supervise different activities and other employees
Administration and Accounts Officer – African Coffee Academy – 2010 to 2013

	Keyactivities:

· Maintaining office workflow and efficiency through developing and implementing office systems and layouts.
· Equipment procurement and inventory control
· Travel plans and bookings
· Ensuring proper filing of all organisation documentation for different activities and meetings 

· Accounting duties such as producing invoices, expense receipts, etc
· Arranging events, meetings and 



