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Nationality: 


      Ugandan
Date of Birth:                                    08th-March-1988
Marital Status:
single
 Visa Status                                        Employment visa
OBJECTIVE:
A well organized professional with a vast experience in a Receptionist. I am a hardworking self 
motivated, adaptable, highly flexible, dedicated and service oriented with the ability to stay calm and focused under pressure even with minimal supervision. 
EDUCATION QUALIFICATIONS
2006–2008: Diploma in Business Studies (UDBS) Accounting From Uganda College of Commerce
2004-2005: Uganda Advanced Level Certificate from Lake Side College Luzira.
2000 -2003: Uganda Certificate of Education from Kitende.s.s.s  kitende
WORK EXPERIENCE
ALDHABIYANI  LABOUR  SERVICES ( ABU DHABI)
FRONT DESK / MARKETER ( December  2014 to date)
Duties:
· Attract potential customers by answering product and service questions; suggesting information about other the company products and services.
· Open customer accounts by recording account information.
· Maintain customer records by updating account information.
· Resolve product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.
· Maintain financial accounts by processing customer adjustments.
· Recommends potential products or services to management by collecting customer information and analysing customer needs.
· Prepare products and service reports by collecting and analysing customer information.
· Contributes to team effort by accomplishing related results as needed.
· Act as a main link between IAA-Resolution Health East Africa and the customers that buy the company's products
· Responding to customer inquiries.
· Resolve customer complaints and escalate issues that can't be resolved to my superiors.
TRUIT UGANDA
Office Administrator (March 2013 to April 2014)
Duties:
· Identify client requirements, determine schedule availability, promote services, and define process and related materials.
·  Provide quotations, contracts, acquires customer paperwork, mediates process and to resolve customer needs and complaints.
· Mail piece design elements and materials, Tracking Services (key codes, planet codes) and the best internet services in Uganda.
· Responsible for understanding the Client’s organization & structure, knowing the Client’s product/services and staying aware of Client news and changes. 
· Maintain and update Client record with changes. Communicates, monitors and ensure proper billing procedures.
· Establish and promote goodwill with customers. Review client history and contact customers as a follow-up activity.
· Accountable for accurate and timely preparation of orders; initiate work orders in Promail, produces the expected inventory report, creates and, recording receipt of postage. Other work order responsibilities include; 
· Comprehensive understanding of Truit Uganda regulations and mailing requirements. 
· Ability to work quickly and accurately on an independent basis; giving great 
· Attention to detail and displaying the initiative to quickly identify and resolve 
· Ability to establish and maintain goodwill with client(s).
Attract potential customers by answering product and service questions; suggesting information about other products and services.
Laforet Resort Gardens Kampala (Muyenga)
Receptionist (January 2011 to Feburary 2013)
Duties:
· Welcoming guests and showing them seats in the waiting areas
· Interacting with guests and creating positive relationship with them
· Receive and record guest’s dining reservation
· Smiling at all times when welcoming and saying fare well to the guests
· Assign patrons to tables suitable for their needs.
· Receive and record patrons' dining reservations.
· Inform patrons of establishment specialties and features.
· Ordering or requesting supplies and equipment for tables and serving stations.
· Planning and organizing parties or other special events and services.
· Confirming  with other staff to help plan establishments' menus                                                                                                                              
.
ABILITIES
· Microsoft Excel – Advanced.
· Microsoft Word- Advanced
· Microsoft Access- Intermediate
· Power Point-Intermediate
· Good communication skills.
· Able to use computer Hardware
· Co-ordination and networking.   
· Good relationships with people                                                                                                                      
HOBBIES
· Adventurous
· Socializing and making friends.
· Dancing and Singing like a diva
· Being happy with everything I do
