ESTHER MARY MBATUDDE


PERSONAL INFORMATION 
Date of Birth

:
19-04-1992
Marital status
          
:            Single
Nationality

:
Ugandan

Languages 

:
Excellent English and Moderate French
PERSONAL PROFILE


WORK EXPERIENCE

Office Administrator – Shoprite International Ltd June 2015-January 2016
Professional responsibilities
· Establishing and maintaining all the supplier accounts in the database.

· Ensuring that all the relevant data is entered into the computerized system.

· Assist with filing all the budget documents manually.
· Update and Ensure the accuracy of the organization‘s databases
· Ensuring that all financial documents and files are properly recorded and maintained properly.

· Managing periodic franchise payments.
· Co-ordinates the maintenance office equipment.
· Prepare and send outgoing faxes, mails and courier parcels
Cashier – Shoprite Checkers Uganda 2011-2012
Professional Responsibilities 
· Receive payment by cash, cheques, credit cards, vouchers, or automatic debits.

· Establish or identify prices of goods and tabulate bills using calculators, cash registers, or optical price scanners.

·  Issue receipts, refunds, credits, or change due to customers.

· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.

· Greet customers entering establishments.

· Maintain clean and orderly checkout areas.

Customer Care Agent - Shoprite International Ltd Mauritius December 2015-January 2016
Professional responsibilities 

· Making necessary customer inquiries on behalf of the company as well as maintaining customer accounts.

· Confirming meetings with clients and attending to their queries.

· Performing clerical duties such as transferring telephone calls and making the appropriate transfers to the person needed on an international basis.

· Attending to customer inquiries and transferring the calls to the person in charge.

· Sending and receiving both international and local documents and making records of the transfer.

· Filing all the relevant documents and doing all the necessary paperwork.

· Sending and receiving emails both internationally and locally for the company’s clients
Accounting Clerk - Shoprite International Ltd Mauritius June 2015-January 2016
Professional responsibilities 

· Preparing monthly supplier statement as well as contacting the suppliers and this enhanced my skills on accounts payables.
· Office Administration in relation to filing and ensuring relevant documents are sent to the Administrator and capture payments on SAP.

· Preparing online transactions and Cheques.

· Data Capturing on SAP for all the suppliers on the database and checking progress on the processed supplier statements.

· Recons on SAP and excel in cases where there were double entries within the system

· Filing permanent documents and all the supplier documents in their files.

EDUCATION BACKGROUND
2013-2016   BA (Hons) Accounting and Finance at Middlesex University Mauritius

2011-2012   Uganda Advanced certificate of Education (UACE) at St Lawrence Citizens High       School Nabbingo
2001-2004    Uganda Certificate of Education (UCE) at St .Lawrence London College

ACHIEVEMENTS

Holding a Chartered Financial Analyst certificate achieved from the CFA Challenge.

Holding a certificate in French from Websun Mauritius
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I am endorsed with computer skills like (Microsoft office packages), online information and communication skills (Email processing). Iam able to work under minimum supervision, accomplish work as a team as well as accomplishing work under a tight schedule. 
















