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PERSONAL PARTICULARS

NAME


:    

 MUHANGUZI DONAS

DATE OF BIRTH

: 

8th April 1988
NATIONALITY

:    
            Ugandan

SEX



:                       Male

MARITAL STATUS

:  
           MARRIED
HOME DISTRICT

:      
           Mitooma district

MOB



:      
          +256704399863/+256771606760

E-MAIL


: 

          donasoinebye@gmail.com

CAREER GOAL

My career goal is to carry out great ethical code of conduct and encourage team work to achieve optimum output for the organization.
EDUCATION BACKGROUND

2009-2012     Mbarara university of science and technology (Bachelor of Business Administration procurement option).

2007-2008     Muntuyera high school-kitunga (Uganda advanced certificate of education)

2003-2006     Muntuyera high school kitunga (Uganda certificate of education)

1996-2002     Masindi army boarding primary school (primary leaving examination)

RESEARCH WORK

Title:                MOTIVATION AND ORGANISATIONAL PRODUCTIVITY
Year:                 2012
WORK EXPERIENCE:

· June 2011- september2011: procurement trainee Mbarara University of science and technology procurement and disposal unit

· 2011-2012- Class President Bachelor of business administration (PROCUREMENT CLASS).

· 30TH APRIL-2011. Participated in the voluntary work in the cleaning exercise of kisenyi cell Mbarara municipality organized by Mbarara university business students’ association(MUBSA)

· Did clearing and forwarding at customs business centre –URA NAKAWA 
KAMPALA (June- July 2012)
       * Worked with capital shoppers SUPERMARKET as SUPERVISOR FRIDGES DEPARTMENT where I was charged with a role of stock purchases, counting, handling and disposing off from September 2012-2015 January
 * Worked with face technologies (pty) ltd in the live scan department as an issuing officer where I was charged with the task of permit issuance and data capture. From 2015 January to 2017 January.
 *I worked with pioneer easy bus limited as a supervisor and I was charged with a duty of protecting company revenue in the field as well as supervising drivers on the day to day running of the company.
*Am currently working with dfcu bank as a customer’s services officer Mbarara branch charged with onboarding of customers to alternate channels and support utilization.
· Grow business by Identifying opportunities for cross-selling and proactively sell bank products and services. 
·  Take action on customer complaints ensuring they are properly resolved within stipulated timeframe as per the banks standards and consumer protection guidelines. use the escalation matrix to resolve complaints to ensure customer satisfaction and hence retention.
·  Portray a good bank image and ambience by ensuring availability of all customer stationery in a clean, tidy business environment. 
·  Manage customer relations in order to grow wallet share 
·  Drive and champion a service culture in the Branch and ensure staff deliver on the set customer experience standards.
·  Manage customer experience within the banking hall through floor management 
·  Management of float stock within the bank’s laid down processes and procedures 
·  Create a great customer experience always by adhering to all the set TAT on all customer instructions/ requests.  
· Comply with KYC, AML & suspicious transactions reporting and ensure that all documentation and transactions are in line with local and regulatory anti-money laundering and KYC requirements 

Responsibilities held in the procurement department of Mbarara University 
1.  Teaching the department, the procurement procedures as required and approved by PPDA during the procurement of items for the university

2. Liaising with prequalified firms with the university and ensuring that all quotations are provided on time as required
3. Drafting local purchase orders for the procurement of different services and goods to be supplied to the university
4. Formulation of bid documents to be used in the call for expression of interests for the suppliers to aid in the bidding process

5. Delivering the local purchase orders to the respective university departments for further signing and action

6. Opening of bids as provided by the different bidders following the PPDA requirements and regulation

7. Preparing monthly procurement reports for every department as and when required.

8. Ensuring a well maintained and filling system for the procurement documents of the university.

KEY ACCOUNTABILITIES HELD AS BANKING OFFICER DFCU BANK
· Timely and accurate processing of all transactions and documentation, and transactions, 

· Support the business (Corporate, Retail and Business Banking) in relationship management of the trade products by giving them status and progress reports.
· Carryout due diligence of the documents/ customers instructions prior to processing them.
· Compliance / adherence to the set processes flows and procedures while highlighting any areas that require improvements.
· End of day reconciliation / reporting for all the office activities to avoid surprises during reconciliation.
· Receive and resolve customer queries that relate to Operations within the agreed timelines and the mutual satisfaction of all parties.

· Compliance with the set service standards in the Service Level Agreement.

· Escalation of incidents of any process gaps that result into potential or actual losses to my immediate supervisor
· Identify and report suspicious activity in line with the Anti Money Laundering/ Counter Financing of Terrorism, Know your customer programs in the bank policies / regulatory framework.

· Resolution of issues identified by the auditors i.e. Internal, external and BOU  

or timelines
               KEY COMPETENCES

· Remarkable skill in operating office automation equipment such as word processor.

· Profound knowledge of terminology of procurement and the functions of documents used like pp form 20

· Exceptional knowledge of procurement laws and regulations, sources of supply and methods/procedures to purchase goods and services

· Great knowledge of contract documents and contract filing system to properly prepare and maintain solicitations and contract records.

· Strong organizational skills and the ability to quickly adjust priorities.

· Experience with ppms data entry system
· Strong ability to utilize a calculator and perform calculations such as additions, subtraction, multiplication and percentages

· Great leadership skills.

· The ability to engage with all the key stake holders in and out of the organization

· Ability to prioritize daily tasks.

· Customer oriented (Internal and external)

· High level of integrity and ethical standards.

· Excellent interpersonal and communications skills.

· Ability to pay attention to detail.

· Ability to effectively work within a team-oriented environment.

· Proactive approach to work with a high level of maturity and self-drive.

· Able to work under very demanding deadlines or timelines.

· knowledge of supplies, equipment, and services ordering and inventory control

-     ability to reconcile stock counts to report data

-     database management skill
             -ability to analyze and solve inventory problems

-ability to prepare routine administrative paper work
- Ability to receive stock and deliver goods

-clerical, word processing and Microsoft office application skills
- Knowledge of university invoicing procedures

-computer literacy and ability to effectively use personal computers and office information technology equipments and Microsoft office applications
- Excellent customer service because I have worked in the service industry throughout my career

CAREER PLAN

· To become a consultant in the procurement field. 

· Take new perspectives and eventually manage/influence others.

· Communicate with the industry leaders to develop my network.

· Learn business management for establishing my business in consulting after 5 years.
 Language and communication.

Fluent in spoken and written English

Good in Luganda and lunyankole

      Conversational in rutoro and runyoro.

      Conversational in Kiswahili

 EXTRA CURRICULAR ACTIVITIES:

GAMES:                                                                  HOBBIES:

Athletics                                                                  serving others.

Basketball                                                              working with others.

                                                                                                    Voluntary work.
REFEREES:

Mr. Karuhanga Steven
Procurement officer

Mbarara University of science and technology

P.o. Box 1410, Mbarara.

0772603146.

E-mail karuhanga@yahoo.co.uk
       Mr. Munyantwari Mathias

       Superviser face technologies

       Contact ; +256-701988725
        Dr Charles Nuwagaba

        Nutrition specialist 

       UNDP

       TEL ; 0774309908

         0759004068

                    Mr Banabas
Superviser capital shoppers supermarket
TEL
0706595930/0789243508
Mr. Byarugaba Joseph
Procurement assistant

Mbarara University of science and technology

0702584660

Mr. GUMA GILBERT

gguma@scorpiongroupug.com
+256772707070/+256702707070
Mr Kenneth Nuwamanya 

Manager dfcu bank

0776273003/ 0704273003
CERTIFICATION
I, the undersigned, certify to the best of my knowledge and belief that this data correctly describes me, my qualification and my experience.

Signature: 

muhanguzi
Donas



date:     13 /12/2019
