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CUSTOMER SERVICE/OFFICE ASSISTANT
Looking for apposition as customer service/ office assistant at your company utilizing pleasant personality, friendly etiquette and experience in providing effective tier-one service to contribute to the success and reputation of the company.

PERSONAL DETAILS:

Nationality

:
Ugandan

Date of Birth

:
4th April, 1988
Sex


:
Male

Marital Status

:
Single


Visa Status

:
Tourist Visa

KEY SKILLS

· Ability to work with fast pace and constantly changing environment.

· Excellent office management skills.

· Excellent customer care skills.
· Good knowledge in the field of printing and photocopying.
· Great style in expressing myself to the clients to make them understand.

· Ability to maintain a positive attitude at all times.

· Strongly committed to a accomplish tasks and objectives  
· Iam quick and Flexible to work long unlimited hours.
· Sound knowledge in managing information systems. 
· Excellent problem solving skills 
· Excellent communication skills

· Great skill in computer skill and I.T skills.
WORK EXPERIENCE
NTAKE GROUP OF COMPANIES
Position: RECORDS MANAGEMENT
JANAURY 3, 2011 to JUNE 1, 2013.

Responsibilities
· Record management of in and out stocks and sales.

· Maintaining and devising store keeping systems, including filing, data management etc.

· Disseminating information through telephone, websites, mail services, and e-mail.

· Organizing and maintaining electronic and paper files and monitoring sales.

· Monitoring the use of equipment and supplies within the company.
· Coordinating the arrival, clearing and stocking of materials
· Assisting other administrative staff in wide range of records management.
PAULINES CENTERS (daughters of st.paul), Kampala Uganda
Position: OFFICE ASSISTANT
JUNE 5, 2013 to JUNE 20, 2016.

Responsibilities
KEY SKILLS

· Strong phone contact c handling skills and active listening.

· Excellent customer care skills.

· Good knowledge in the field of hospitality. 
· Great style in expressing myself to the clients to make them understand.

· Ability to maintain a positive attitude at all times.

· Strongly committed to a accomplish tasks and objectives  
· Am quick and Flexible to work long unlimited hours.
· Sound knowledge in customer care. 
· Excellent problem solving skills 
· Excellent communication skills and presentation skills 
· Great skill in computer skill 

· Excellent office maintenance and cleaning.

· Monitoring the use of office equipment and supplies within the manager’s office.
· Great skills in cleaning and coordinate activities of the cleaning as well as ensure regulatory compliance of the office. 

EDUCATIONAL QUALIFICATION

 Diploma in information technology business
Uganda institute of information and communications technology

October 2008-November 2010.
Certificate in information technology.

Multitech business school
August 2007-December 2008.
Uganda advanced certificate of education
Lubiri high school

2006-2007
Uganda certificate of education
Kawanda secondary school

2002-2005
LAWRENCE						


Dubai, Abu Hail, UAE


E-mail � HYPERLINK "mailto:Lawrence.294552@2freemail.com" �Lawrence.294552@2freemail.com� 
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