
SHEILA BETEISE KAMUGIRA
Personal details
Nationality:

Ugandan

Sex:


Female
Telephone numbers:
+256-775980884 (mobile)
Email:


sheilabeteise@gmail.com
Personal Statement
I am a bsc in business economics graduate with experience in Administration, Procurement, Marketing and Sales.
I have enjoyed numerous experience with various entities, my immediate previous one being Lake Mburo Investments Co.ltd. Lake Mburo is an initiative for transporting of fresh chilled milk direct from farmers to milk processing companies in Kampala like Jesa dairies and Fresh dairies.                                                 

 I consider myself a highly motivated and hardworking individual capable of adapting in a multicultural and fast paced environment.
Employment Summary
Lake Mburo Investments Co. Ltd



            January 2016 to Date
Administrator
· Expectations:  managing and distributing information within the office, maintaining the front office, performing clerical duties including answering phone calls, maintaining office files and taking memos. Book keeping which includes monitoring and recording office expenditures e.g. petty cash, planning and scheduling board meetings and luncheons plus preparing presentation materials .Documentation including storing, organizing and maintaining files, typing, editing and proof reading office documents .Scheduling and coordinating meetings, interviews, events, sending out and receiving mail and packages. Monitoring of milk transportation till it gets to its destination in good condition through communication with the transporters. Tracking progress through monthly reports usually submitted to management.
Achievements; I was able to gain better communication skills due to the variety of people i had to interact with at the front desk and not forgetting team work by  working with others to come to  the best conclusion knowing two heads are better than one.
I gained better book keeping methods to avoid congestion of documents by introducing the use of computer software for data keeping which was safer.

Kinder kare elementary school kitante.

                                         October 2015-july 2016
Administrative assistant
· Regular communication with parents and guardians regarding their children’s progress in school. Receiving pay slips and filling them accordingly. Making cash deposits and withdraws  Making school purchase and handling petty cash accordingly .Issuance of receipts for school uniforms .Supervision of workers likes of the cooks and cleaners so that work is done on time.
The electoral commission Uganda                                                        July 2015 Aug 2015
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Academic Transcript

NAME: BETEISE Sheila
YEAR OF ENROLMENT: 2008
REGISTRATION NUMBER: 2008-03-ECON-025

Year I: 2008-2009

Semester I CU Grade Semester 11 CU  Grade
Microeconomics I 4 & Macroeconomics I 4 (@)
Fundamental Accounting I 3 B Principles of Development Economics 4 G+
Principles of Management 3 C Introduction to Capital Markets 3 C+
Calculus I 3 C- Rpt Calculus IT 3 C+
Elements of Mathematics 3 C- Time Series and Index Numbers 3 G+
Introduction to Statistics 3 C-S Literature and Composition 3 C+
Statistical Organisation 3 C- Research Methodology 1 3 C-
Introduction to Computers & IT 3 C- Introduction to Ethics 3 (6
English Language Grammar 3 G+
GPA: 2.45 GPA: 2.75 CGPA: 2.59
Year II: 2009-2010
Semester I CU Grade Semester 11 CU  Grade
Microeconomics 11 4 € Macroeconomics IT 4 B
Mathematics for Economists 4 C- Economics of Agriculture 4 A
Law of Contract 33 B- Econometrics I 4 @
Introduction to Entrepreneurship <) B- Business Policy and Decision Making 3 C-
Production Operations Management 3 € Linear Programming 3 C-
Statistical Quality Control 3 B- Database Planning, Design & Management [ 3 G
Research Methodology 11 3 G+ Ethics in Focus 3 (Eg
Communication Skills 3 A Original and Critical Writing Skills 3 B
Entrepreneurship in Practice 3 B-
GPA: 3.12 CGPA: 2.76 GPA: 3.28 CGPA: 2.90
Year III: 2010-2012
Semester I CU Grade Semester 11 CuU Grade
Advanced Microeconomics Analysis 4 c Advanced Macroeconomics Analysis 4 C-
International Economics 4 C- Money, Banking and Public Finance 4 B-
Econometrics 11 4 C-Rpt Labour Economics 4 B-
Economics Development, Policy National Income Accounting Analysis 3 B-
and Planning 4 B E-Commerce E {C]
Project Planning and Management 3 C+ Dissertation 4 C+
Law of Business Organizations 3 (&
Business English 3 B-
Science, Economics and Ethics 3 C+
GPA: 2.79 CGPA: 2.88 GPA: 3.00 CGPA: 2.90

Dissertation Topic: Factors that affect the establishment and sustainability of small scale enterprises in Uganda

Date of completion: May 2012

Date of Senate Approval of Results: 25th October 2012

Award: Bachelor of Science (Business Economies)
Class of Award: Second Class Honours-Lower Division

(W /{ /Lz//l(_,\.

illiam Kag
Dean, Faculty o Sc1ence :

Mr. Innocen
Registrar

2% 5498 - Kampala - Uganda
2410100; E-mail: registrar@umu.ac.ug {J\fUT 008519 2




display officer
· Informed and sensitised electorates about the coming elections. Corrected errors on the voters’ registrar. Vast knowledge in communication skills including proper phone etiquette. Team work

Farm to market Uganda limited                                                        July 2012 to dec 2014
Administrative assistant
· Procurement process of all office requirements.

· Secretarial duties.

· Record and book keeping.

· Petty cash management.
· Proper phone etiquette.

· Control of suppliers and preparation of payments.

· Filing of PAYE and NSSF returns

Victoria Beverages Limited



                             August 2011 to January 2012

Accounts Officer

· Tally System in accounting

· Stock control

· Record & book keeping

· Management of petty cash

Kinder Kare Pre- Schools


                                                                           2010             
Internship and Volunteer

· Handling the procurement process, such as negotiating contracts, bid tendering and strategic sourcing.
· Management, accounting and auditing of the school financial books.
· Preparation of accountability for work plans.
Uganda broad casting cooperation                                                                                             2009
Internship 

· Purchase of office equipment.
· Preparation of accountability for work plans.

Education Summary

	Year
	Qualification
	Institution

	2012
	Bachelor of science in business economics 
	Uganda Martyrs’ University, Nkozi.

	2007
	Uganda Advanced Certificate of Education 
	Gombe secondary school

	2005
	Uganda Certificate of Education
	Bweranyangi girls senior secondary school


Interests and Skills
· Computer literate, proficient in Microsoft Office tools and the internet.

· Fluent in English,   runyankole, rukiga, rutoro and luganda both spoken and written.

· Rotary International.
· Meeting new people and making friends
· Ugandan driving permit
· CERTIFICATIONS
· Certificate in computer application
· Certificate of proficiency in English
Referees

Jane Frances Nakato
Director- Kinder Kare Pre-Schools
Cell: +256 782-000323/ 0703-000323
jfnakato@yahoo.com
Grace Musiime Mashango
Director
Lake Mburo investment co.ltd
Cell: +256 701044386
gramu@lamburo.biz
Daniel kyobe 
Finance and Administration Manager (FAM)

Farm to market Uganda ltd
Cell: +256 772-502844
dkyobe@gmail.com
[image: image1.jpg]Uganda (Darcyrs Universicy

1t is hereby certified that

BETEISE Sheila

was admitted to the Degree of

Bachelor of Science
(Business Economics)

‘With Second Class Honours-Lower Division
by Uganda Martyrs University

on the fifteenth day of November 2012

@[\( 3@&\3@/ = &

Charles L. M. Olweny Iino qntw{ Byuma
Vice-Chancellor Registrar

Uganda Martyrs University P. O. Box 5498 - Kampala - Uganda
Tel: (+256) 0382-410611; Fax: (+256) 0382-410100; E-mail: registrar@umu.ac.ug
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EXAMINATION FOR THE UGANDA GERTIFICATE OF EDUCATION

BETEISE SHEILA
BWERANYANGI GIRLE?

ENGL T8H

CHRISTIAN RELIG ED

HISTORY
GEOGRAPHY
MATHEMATICS
PHYSICS
CHEMIBTRY
BIOLOGY

HOME  MANGEEMENT
COMMERCE

1FRADE ABERERATE

(ARE 1

il

Rt s

&

(RIS IS B ]
PL 0 BOX

RESULT

8o

1

2005 U.C.E. -

ENTRY CODE 1

(

SRR S SRR

R

TEZ BUSHENY

¥

~d

sy
CTHREEY
ITHREES ~_
{ THREE }
(FOLR)
(BTN -
(813
(NINE)

HBEVENY »

CTW0
{SEVEN)

Please see overleaf i




[image: image5.jpg]A7541 Portbel] Lugirg BOL Box 3070 Kampé!a Uige
Tel:

30t January 2012

To Whom It May Concern

RE: SHIELA BETEISE

I highly recommend the above named as a candidate for employment. She was
employed by Farm 2 Market as an administrative assistant from December 2008 to
September 2009. She was responsible for sourcing and purchase of produce for
export, scheduling appointments, petty cash disbursement and general office
organisation.

She has excellent communication skills and is reliable. She can work independently
and is able to follow through to ensure that the job is done and is quick to volunteer
to assist in other areas of company operations as well.

Shiela would be a tremendous asset for your company and has my highest
recommendation.

If you have any further questions with regard to her performance please do not
hesitate to call me on +256 772 502844.

/7\}& \’/U\'\;V

o
Daniél Kyobe

Finance &/!Admin. Manager

2 BRTZVD, 711 BRYETO
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RE: APPOINTMENT AS A DISPLAY OFFICER DURING DISPLAY OF THE NATIONAL
VOTERS REGISTER IN PREPARATION FOR 2016 GENERAL ELECTIONS

To:

I am pleased to inform you that you have been appointed to work as a DISPLAY OFFICER during
Display exercise of the National Voters Register in preparation for the 2016 General Elections.

You will display the register at the assigned polling station for 21 days from 22nd July to 11th August
2015.
You will perform your duties under close supervision of the Parish and Sub county Supervisors under

the overall supervision of the District Returning Officer.

You will be paid 10,000/= per day for a period of 21 days upon successful completion and submission
of the display returns to the Returning Officer through your supervis

c.c. Chairman, Electoral Commission Date:  20th July, 2015
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