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ADMIN/CUSTOMER SERVICES/SALES ASSOCIATE
LLB in Law, Uganda Christian University – Uganda
Language:


English, Swahaili
Current Location:

Dubai-UAE

Visa Status


Visit Visa 
CAREER SUMMARY – Objective
A highly personable, competent, and team spirited professional with over 5 years of experience in Customer Service / Coordination/ Admin & Sales. Have sound experience in exploring& managing resources in order to derive the required market share, revenue and profit of the organization. Preparing and drafting legal documents and preparing minutes along with other documentations, processing claims and taking payments from customers.
Objective is to work in an exciting and professional environment that offers personal development & growth opportunities. Help in the achievement of company’s goals through professional ethics, sincere commitment and hard work.

Core Competencies

	· People & Team management 
	· Customer Service

	· Negotiation & Communication skills
	· Sales Coordination

	· Problem solving ability
	· Product and Brand management

	· Administration
	· Computer literate

	· Key Account Management & Retention
	· Organisation skills


Educational Credentials

Certificate of Proficiency, The College of Insurance, Nairobi-Kenya


 Bachelors Degree in Law, Uganda Christian University, Kampala – Uganda
Professional Experience

[image: image3.jpg]Basear, S, Tl




UAP Insurance Company (Kenya)

Admin Support (JAN’ 5 – Till Date)
· Continually meet and exceed the operational and administrative expectations of employers.

· Work within a busy office environment and support office teams in order to ensure the smooth running of day-to-day activities.

· Handle large amounts of paperwork and data.

· Communicate clearly with work colleagues using emails etc.

· Provide accurate administration of all paperwork generated at office level.

· Assist in arrangements for company held events.

· Coordinate with all functional areas to follow up on outstanding matters. 

· Screening telephone calls, enquiries, and requests and handling them when appropriate.

· Organize & dispatch all Seasonal greetings cards, Annual reports, News Letters & Invitations.

· Involvement in social media implementation.

· Updating, processing and filing of all documents.

· Updating & maintain the holiday, absence and training records of staff.
· Managing communication on enquires in the absence of team members.
· Coordinate with travel agent.
· Draft letters, memorandums etc.
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Lipsy London  (UAE ABU DHABI)

Sales Associate (April’ 13 – June’ 14)

· Participated in due diligence & managed key client relationships along with cross selling banking products.
· Receive and welcome clients.

· Answering phones and responding to clients.    

· Work with clients with the most cheerful and pleasant manner 

· Give answers to clients’ questions or concerns on product am  charged to sell 

· Demonstrate to clients how the product works or help them while fitting. 

· Communicate and assist clients when they are buying products and goods.

· Ensure that the client's needs are met and to a satisfactory level.

Matsiko and Co Advocates, Kampala (UGANDA) 

Customer ServicesManager (JAN’ 10 – APRIL’ 12)

· Handled transaction processing for online Click N Remit service.
· Preparing documents include legal briefs, court subpoenas, spread sheets and other office related letters
· Partnered with the Head Office on a daily basis to assimilate client information.
· Worked with the Back Office to maintain a constant update on customer data & queries.
· Conducted customized analyses to address specific client issues.
· Interfaced with clients to view & explain product features.
· Identified cost effective product support strategies to maximize profitability & customer satisfaction.
· To oversee all clerical tasks that are necessary for keeping the law firm efficiently.

· Organize and maintain all legal files and also electronic files databases

· Help with research for cases; gather necessary documents for trials and submitting paper work to court houses.

· Schedule client appointments, answering calls notes during legal meetings.

· Attending Court Session and doing litigation work required per case filed and understanding of the legal system.

· Overseeing and renewing insurance cover for employees, equipment and premises.
Additional Skills
· Excellent communication & leadership skills.

· Efficient team player with team building skills.
· Time management skills.

· Best negotiation & communication skills.

· Event management skills.
· Highly energetic and self-motivated resource.

· Creative problem-solver and achiever with convincing skills.
· Apt command in MS office applications.

· Highly creative approach& ideas for art work design as well as marketing campaigns.
Reference

Achievements:

· Stock Inventory Management (SIM) training.
· Fraud and Risk Management

· Customer Service Management.
· Orpos Cashier Training.
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