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	PROFESSIONAL PROFILE 
Proficient executive and HR assistant with a proven track record of supporting senior business figures in management of leading organizations.
With an extensive experience of supporting directors and managers across the gaming, export and retail industries. I am highly organized, efficient, personable and able to deliver consistently high results in a challenging and pressurized work environment. Well versed in the creation of internal and external communications and I am able to liaise will all levels of staff and clients.


experience
	ADALCI ADVOCATES
Job title: Executive Assistant (2021-Todate)

Duties: Provide administrative support for the executives of one of the top law firms and oversee calendar management, travel arrangements and expense reports. Utilize excellent customer service to schedule and coordinate appointments via Email, phone and text; also planning and coordinating internal and external meetings.
Major activities.
· Manage and maintain executive schedules, including scheduling travel and conferences, making over 15 appointments each week, and making changes to appointments.
· Answering and directing calls to appropriate executives and parties, taking messages.
· Overseeing administrative policies within an organization and within the office; recommending changes as appropriate.
· Managing over 30 expense reports per month.
· Prepare reports, collect and analyze information; prepare presentations.
· Provide payroll processing. Answer questions regarding payroll. Provide quarterly tax reports and filing.
· Ensure operation of office equipment, order maintenance when necessary. Troubleshoot malfunction of office equipment.








TOPBET SPORTS BETTING.
Job title: Assistant Human Resource Manager (2016-2021)

Duties: Developing and implementing HR strategies and initiatives aligned with the overall business strategy; Bridging management and employee relations by addressing demands, grievances or other issues and Managing the recruitment and selection process.
Major activities:
· Drafting Payrolls 
· Develop and implement HR strategies and initiatives aligned with the overall business strategy
· Bridge management and employee relations by addressing demands, grievances or other issues
· Support current and future business needs through the development, engagement, motivation and preservation of human capital
· Develop and monitor overall HR strategies, systems, tactics and procedures across the organization
· Nurture a positive working environment
· Oversee and manage a performance appraisal system that drives high performance
· Maintain pay plan and benefits program
· Report to management and provide decision support through HR metrics
· Ensure legal compliance throughout human resource management
· Manage company information systems and upgrades 
· Filling for PAYE and NSSF


	



ULTIMATE FOODS UGANDA LIMITED (UFUL)
Job title: Export Agent (2015-2016)

Duties: Coordinate and facilitate the export of cargo (Outgoing foods and Packaging) 
Major activities:
· Monitoring deliveries;
· Fill customer requests;
· Oversee shipping logistics; 
· Ensure that the documentation for product or merchandise is in good order;
· Performing market research;
· Trade analysis to increase efficiency;
· Customer service when processing orders; 
· Working with clients and other departments.


Education
	· BACHELOR OF COMMERCE IN INFORMATION SYSTEMS – 2018-2021 (International business, science and Technology University (ISBAT UNIVERSITY)
· DIPLOMA IN BUSINESS ADMINISTRATION – 2015-2017 (International business, science and Technology University (ISBAT UNIVERSITY)    


	· CERTIFICATE IN SECRETARIAL STUDIES - 2011-2013 (YMCA  Comprehensive Institute)
· UGANDA CERTIFICATE OF EDUCATION - 2006-2010 (St Thomas Senior Secondary School, 2006-2010)



core skills
	· Human capital management
· People Liaison
· Fast leaner and adaptable.
· Professionalism
· Organizational skills
· Multi-tasking
	· Computer Skills:  Microsoft word, Excel, PowerPoint, SQL (beginner).
· supervisory/monitoring
· Time management.
· Data entry.
· Resourcefulness 



Activities
[bookmark: _GoBack]Self-motivated and committed to continuously develop critical thinking skills. Created a training routine to improve memory and focus that has been implemented daily since January 2021, which includes meditating 15 minutes each morning, working out 5 days a week. I’m a swift learner who easily masters new skills and adventures. Recently completed an eight week Tilenga MOOC digital training program on mathematics, science and oil industry conducted by Total Energies EP Uganda. I also have a proven track record of performing core responsibilities with exceptional diligence. Cooks, transports, educates and care for infants with love. I’m an articulate public speaker who confidently addresses large crowds and have delivered multiple individual and group presentations during my school final year to classes ranging from 30-50 students. Operated power point proficiently while taking the lead on questioning from examiners. 
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