	 curriculum vitae

	

	Personal information


	Name

Sex
	
	NTUNDUBAIRE MARK

Male

	Telephone
	
	+256701943511/+256770591721

	Home
	
	+256783844563

	E-mail
	
	ntundubairemark@yahoo.com

	Nationality

Marital status
	
	Ugandan

Married

	Date of birth

Physical Address
	
	12th June 1986

Kampala


	Work experience

	

	

	• Dates (from – to)
· Name of Employer

· Type of Business or sector

· Occupation held

• Main activities and responsibilities plus personal achievements
• Dates (from – to)
· Name of Employer
· Type of Business or sector

· Occupation held
• Main activities and responsibilities plus personal achievements
	
	April 2018– Up to date
Bayport Financial Services (U) Ltd

P. O Box 1171, Kampala, Uganda. 

Head Office.
Financial Institution/Credit Department 

 Principal Quality Control Officer/Supervisor
a) Verification of loan documents (National IDs and Employer IDs) whether the Client can afford the loan or not, and capturing of Clients’ information in the system both new and existing Clients’ information.
b) Checking the Clients’ details in the system and make fraud checks by verifying signatures of approving authority, verification of correctness of attached documents and consulting the old documents.
c) Daily checking of all loan documents that have been captured into the Baylend System to make sure they comply with Credit Policies. 
d) Issuing loans to qualifying Clients in the Baylend System. 

e) Training of new Quality Control Officers.

f) Monthly reconciliation and complying and drawing monthly Baylend Reports.

g) Updating of daily and weekly declines data base report.

h) Making decisions of either declining or approving loans.

i) Verifying authenticities of loan documents attached whether they meet quality control policies.

j) Checking for fraud and forgeries.
Achievements

1 Executed operational polices, guidelines, processes and procedures.

2 Implemented Credit Policies and Compliance standards. 

3 Monitored the implementation of Country loan processes and risk policies. 
4 Detected Fraud related issues in more than 5000 loan files
5 Controlled the Credit Risk of the Institution’s portfolio level in compliance with the Credit Policies.
6 Advised Branch Managers, Regional Managers and Division Managers on handling Credit issues, laid down controls and loan approval processes.

7 Escalated more than 10 issues concerning Credit risks. 

8 Made decision about Credit risks.
9 Interpreted Credit Policies and Procedures.

10 Managed business relationships between Clients and Bayport.
February 2017– March 2018
Bayport Financial Services (U) Ltd

P. O Box 1171, Kampala, Uganda. 

Rukungiri Branch.
Financial Institution 
 Branch Manager
 Managerial responsibilities 
· Monitoring and steering performance of the Branch Office including supervision of staff; 

· Preparing budgets for the Branch Office for consideration by the Division Manager.

· Preparing branch activity reports for Head Office consumption/awareness.

· Identifying and recommending staffing and training needs for the Branch, counseling, coaching, mentoring, advising and reporting on any need for disciplinary action for staff; appraising staff performance
· Approving/signing petty cash vouchers
· Responding to correspondences from employers and members in the Branch

· Organizing and holding meetings with staff in the Branch Office
· Directing all operational aspects including distribution operations, customer service, human resources, administration and sales

· Assess local market conditions and identify current and prospective sales opportunities.
· Develop forecasts, financial objectives and business plans
· Meet goals and metrics

· Manage budget and allocate funds appropriately

· Locate areas of improvement and propose corrective actions that meet challenges and leverage growth opportunities

· Share knowledge with other branches and head office on effective practices, competitive intelligence, business opportunities and needs

· Address customer and employee satisfaction issues promptly

· Adhere to high ethical standards, and comply with all regulations/applicable laws

· Network to improve the presence and reputation of the branch and company

· Stay abreast of competing markets and provide reports on market movement and penetration
Operational duties

Sales (Value, Volume/Count of disbursed loan)
Ensuring that all Key Performance Indicators (KPI’s) in relation to sales are met. This is communicated by Management on a monthly basis.

The KPI’s include;

· Turnover Targets

· Number of Active Sales Staff required.
Collections

· Ensuring that all disbursed loans under my Branch Management are collected accordingly.

· Supervising the Branch sales team while carrying out their collection duty and ensuring that all funds collected from the clients are banked into the company’s account, a copy of the receipt given to the client, a copy retained and filed at the Branch and another copy sent to Head Office for reconciliation purposes.
· Visiting all Off-Payroll Clients and making sure those funds are actually collected from them.
· Supervising proper receipting and recording/documentation of the collected funds from the Branches.
· Making follow ups and ensuring that all received funds are reflected onto the client’s statement. 
· Timely compilation of the required reports on all collected funds from the Branch and forwarding the report to the responsible officer as per deadline.
Fraud and forgery

Elimination of any fraud and forgery tendencies by both clients and staff.

Forwarding any of the above tendencies to the Security Team for action. 

Time management

Ensuring that all offices are opened on time as required by Management.

Validation of Branch Staff;

Ensuring that all staff under my Branch of operation are continuously validated to eliminate Ghost Sales Staff.
Equipment 

Accountable for the equipment assigned to the Branch office as follows: Motor vehicles. Computers, office furniture, printers, stationery and generator.

Finance 

Proper use of petty cash money and accountability forwarded to finance for reconciliation purposes


	· Dates (from – to)

· Name of Employer
	
	February 2016 – January 2017

Bayport Financial Services Uganda Ltd

P. O BOX 1171, Kampala, Uganda. 

South West Head Office, Kabale.

	· Type of business or sector
	
	Financial Institution 

	• Occupation held
	
	Credit Collection Supervisor

	• Main activities and responsibilities plus personal achievements
	
	a. To locate, negotiate and structure repayment with defaulting clients. 
b. Signing agreement forms for payments with complying clients.
c. Ensuring clients deposit payments to Bayport's designated accounts.
d. Following up on client's compliance to the signed agreements.
e. Providing daily reports to the Branch Collection Supervisor and Zonal Collection Officer. 
f. Collecting daily deposit slips and submit to the Branch Manager to be batched and sent to Head Office. 
g. Monitoring the performance of the Region’s loan book.
h. Comparing monthly progression to previous months for personal evaluation.
Achievements
1. Gained more working knowledge of banking systems.

2. Drawn monthly work plans and budgets.
3. Marketed, income boosted, and mind set reformation of both Clients and my Team Members.

4. Persuaded and coordinated people.

5. People management and customer service.

6. Practically wrote reports and accountability

7. Ensured quality loan book. 

8. Business management and capacity building.

9. Recruited Sales Consultants, developed and sustained Financial Institution.

10. Executed, implemented and monitored Region operational policies, processes, and procedures to minimize risks, fraud, and revenue losses. 


	• Dates (from – to)
	
	July 2013 – January 2015

	• Name of the employer
	
	RTI International/USAID/Uganda School Health and Reading Program/Ministry of Education and Sports/True North Consult Ltd, Kabale

	• Type of business or sector
	
	Development Program (Department of Administration)

	• Occupation held
	
	Field Assistant

	• Main activities and responsibilities plus personal achievements
	
	i. Preparing monthly work plans and budgets.
j. Carrying out support supervision and monitoring in Schools.
k. Overall leadership and management of the Project.
l. Attending monthly Field Officers' and management meetings in Kampala.
m. Fully participate in and attend trainings,
n. Updating District Officials about Program activities.
o. Coordinating field based activities in the District.
p. Verifying early grade reading training participants.
q. Collecting School data (Carried out data collection in Kitgum, Wakiso, Bushenyi, Moroto, and Kabale Districts of Uganda), maintainance and distribution of training materials.
r. Preparing Electronic Payment documents during trainings.
s. Following up early grade reading training teacher recommendations and payment issues.
t. Attending School management committee and Community meetings.
u. Preparing monthly reports of District field based activities.
v. Verifying trained early grade reading teachers in Schools and text books received.
  Achievements
11. Drawn monthly work plans and budgets.

12. Led and managed the SHRP Project in Kabale District.

13. Did great research and field work studies.
14. Prepared electronic Payroll for Teachers during Workshops and resolving conflicts.
15. Coordinated Teachers, Head teachers, and District Officials during field based activities.
16. Experience in book keeping and financial management.
17. Did Practical financial and narrative report writing.

18. Did Community engagement and trainings.

19. Made accountability and verification of records.
20. Experience in support supervision, monitoring and implementation of Projects.

	
	
	

	   • Dates (from – to)
	
	June 2012 - September 2012

	• Name of the employer
	
	Ministry of Trade, Industry, & Cooperatives, Kampala 


	   • Type of business or sector
	
	Cooperative Societies Development.

	  • Occupation held
    • Main activities and responsibilities plus personal achievements

· Dates (from-to)                     

· Name and address of the employer

· Type of business or sector

· Occupation or position held

· Main activities and responsibilities plus achievements

	
	Cooperative Officer (Intern)

a. Receiving cash for registration of cooperative societies
b. Mobilizing people to join cooperative societies
c. Developing strategies on how to involve Communities in forming Cooperative Societies.
d. Carrying out financial analysis of Societies.
e. Preparing monthly summaries of revenues and expenditure of Societies
f. Carrying out external audits of Cooperative Societies

g. Attending weekly meetings of the Department

h. Practical analysis of financial statements.
Achievements
a) Handled cash

b) Customer service, people and resource mobilization.
c) Strategy formulation and implementation.
d) Gained practical auditing- Stock taking and preparation of financial statements.
e) Did Financial analysis and practical book keeping skills
f) Handled meetings and trainings.
May 2011- April 2012

Nicaragua Primary School Kampala 

Education Sector (Administration)
School Bursar

A. Ensuring receipt of school fees 

B. Preparing financial reports

C. Preparing and reviewing budget estimates
D. Financial management, budgeting and planning 

E. Preparation of the payroll and bank payments.

      Achievements
1) Petty cash management and handled bank payments.

2) Financial management and budget formulated
3) Experience in follow up of finances.

4) Budgeted and planned for the allocated funds as expected. 
5) Countered signing documents

6) Verified financial documents.

	

	

	Education


	• Dates (from – to)
	
	2010-2013

	• Name of organization providing education and training
	
	Makerere University- Kampala
P.O Box 7062, Kampala-Uganda.

	• Title of qualification awarded
	
	Bachelor of Commerce.

	
	
	

	• Dates (from – to)
	
	2007-2008

	• Name of organization providing education and training
	
	Kinoni High School

P.O Box 1357, Mbarara

	• Title of qualification awarded
	
	Uganda Advanced Certificate of Education.

	Date(from-to)

Name of organization providing education and training

Title of qualification awarded

                        Date (from-To)

Name of organization providing education and training 

Title of qualification awarded

CERTIFICATES ACHIEVED IN:


	
	2002-2005

Milano High school, Ibanda
P.O Box 27, Ibanda.
Uganda Certificate of Education

1994-2001

Ishaka Hospital Primary School
P.O Box 111, Bushenyi
Primary Leaving Examination


Name of the training                                   Business Development and Advisory Services
Date of the training                                     1st – 10th February 2015             

Service Provider                                         UNEDI and Gudie Leisure Farm
Achievement                                               Knowledge in Income boosting and Agribusiness 

                                                                    Knowledge in Financial, Economic, and Business Management 

                                                                    Knowledge in Monitoring, evaluation and planning of Projects

                                                                    Knowledge in Marketing and Strategy formulation

                                                                    Knowledge in Modernization of life, Environment Improvement

                                                                    Knowledge in Conflict Management and Team Building

Name of the Exhibition                               International Cooperatives Exhibition
Date of the Exhibition                                 18th – 20th September 2012             

Service Provider                                         Ministry of Trade, Industry and Cooperatives 

Achievement                                               Experience in organizing public functions

                                                                    Experience in planning and implementing public function

Name of the training                                    Communication Skills                      

Date of the training                                       20th May 2014

Service Provider                                           True North Consult LTD
Achievement                                                 Experience in communication and conflict management 

                                                                     Gained more communication skills

Name of the training                                    Leadership          

Date of the training                                      19th – 21st August 2014                      

Service Provider                                           USAID/Uganda School health and Reading Program/RTI                 

                                        
 International/Ministry of Education and Sports

Achievement                                                 Gained more leadership skills


 Experience in involving people in development and management of 


 Resources


 Experience in leadership practices of Uganda
	Personal skills AND competences


	Mother tongue
	
	RunyankORe - Rukiga


	Other languages


	Self-assessment
	
	Understanding
	Speaking
	Writing

	European level (*)
	
	Listening
	Reading
	Spoken interaction
	Spoken production
	

	ENGLISH
	
	C1
	
	C1
	
	B2
	
	B2
	
	B2
	

	                                    LUGANDA/RUTOORO 
	
	B1
	
	B1
	
	B1
	
	B1
	
	B1
	

	
	(*) Common European Framework of Reference for Languages


	SOCIAL SKILLS

AND COMPETENCES
	
	Communicative, open, creative, great in team work, personal management

Adaptable to multicultural environment.


	ORGANIZATIONAL SKILLS 

AND COMPETENCES
	
	 Coordination and administration skills

Management and motivation skills

Responsibility for meeting tight deadlines and budgets
General office accounting skills

Capacity building skills

	
	
	Good command of quality control processes and marketing skills


	COMPUTER SKILLS 

AND COMPETENCES
	
	Data Base Management System: Ms Access, 

Standard software: Ms Office

Statistical packages; Ms Excel

	OTHER RELEVANT SKILLS 

AND COMPETENCES

	
	Ability to work independently.
Ability to work in multicultural environment
Ability to lead teams and work in teams
Credit appraisal knowledge
Quick adaptation skill
Financial analysis skills
Multi-tasking skills
Credit management knowledge 
Training skills
Community sensitization skills
Accounting and Taxation knowledge
Quick learning

High level of problem solving skills 
Strategic thinking
Team building knowledge


REFEREES
Prof. Geoffrey Bakunda

Dean, Faculty of Marketing & Hospitality Mgt

Makerere University Business School,
P.O Box 1334, Kampala-Uganda
Office: +256-414-220766, Mobile: +256-752-401697

E-mail; gbakunda@mubs.ac.ug, gbakunda@yahoo.com
Mrs Olivia Muhumuza 

School Family Initiative Advisor

RTI International/USAID/Uganda School Health and Reading Program/WEI
P.O Box 74869, Kampala, Uganda

Telephone: +256776766626 
Email: omuhumuza2000@gmail.com      

Mr. Mutinye Allan
Quality Control Manager
Bayport Financial Services (U) Ltd, 
P.O Box 1171, Kampala, Uganda      Mobile: +256700790510
Email: allanm@bayport.co.ug
Mr. Busheshe Barnabas
Consultant
Environmental Resources Management

1st Floor, Senteu Plaza

Cnr of Lenana and Galana Roads, Kilimani

P.O Box 29170-00100, Nairobi, Kenya
Tel: +254740861650/1

Email: barnabas.busheshe@erm.com
PAGE  
9

