	OTIM BEN ISAAC

	Personal information
	

	
	

	Mobile
	0788261566

	E-mail
	 benisaaco80@gmail.com


	Date of birth

                Carrier objective
	18th May 1990 
To advance my knowledge in business and non-business areas and to become a professional in any of the business fields within the organisation. I also seek to become dependable, efficient and one of the most competent employee in the organisation and help the organisation grow and meet its needs, exercise my career path and to grow with the opportunities provided to me so as to make a positive impact in the organisation.

	Work Experience 

Date

Organization

Occupation or position held

Main activities and responsibilities

           Key Achievements 
Work Experience
                                 Date
                                                
	January 2018 - 2019
Raising Star Transport Limited
Accounting Assistant 
·  Processed company documents such invoice and payments
· Managed all purchase order and monitored company budget by controlling project expenses

· Assisted tax accountant in preparing tax returns

· Performed administrative tasks, including filling, reporting, tagging fixed asset

· Performed data processing in Microsoft excel

· Managed shipments and sales orders of spare parts
· Designed a documentation workflow system that increased administrative efficiency by 10% using Excel
  June – August 2015/2016

	Organization
Occupation or position held 
	Yellowstar Food Produce and Processing Company Limited
Stock controller/Inventory Manager

	Main activities and responsibilities
	· Managed and maintained the company product inventory  including purchasing and distribution, creating stock profile
· Maintained accurate financial records and generated reports
· Liaised with staffs, customers and suppliers to ensure product efficiency  

· Performed data entry 

· Participated in company management meetings 

· Ensured accuracy between right inventory                                    



	
	

	Education and Training.

                      
	 

	Date 
	 2012 – 2017

	Title of qualification 
	Pursued  Bachelors Degree in Business Computing

	
	

	Name of institution providing Education and Training 
	Makerere University Business School

	
	

	Date
	2010 – 2011

	Title of Qualification awarded 
	Uganda Advanced Certificate of Education

	Name of institution providing Education 
 
	St. Lawrence Citizen High School

	Date 
	2006 – 2009

	Title of qualification awarded 
	Uganda Certificate of Education

	Name of institution providing Education

	London College of St Lawrence

	
	

	Mother tongue 
	Lango(luo)

	Other Languages 
	English

	
	

	Social skills and competences
	Working and collaborating with different people and team building skills, persuasive customer care skills, communication skills, leadership skills and interpersonal skills.


	Organisational skills and competences
	Ability to multi-task, flexibility and adaptability, administrative skills, prioritising tasks, meeting deadlines, strong assessment skills in determining the success of a strategy to reach organisational goals within the set time frame, resources and budget allocations.

	Technical skills and competences 
	 Data analysis, analytical thinking, report drafting skills, computer skills such as Microsoft application programs (MS Word and Excel), Data computation and analysis through the use of Access and report writing.

	Hobbies
	· Readings

· Travelling

· Making new friends 

· Driving

· Playing football



	

	

	                    References 
	  Mr. Okello Deogratius
Director Rising Star Transports Ltd
  Email: okellodeo@gmail.com 
  Tel: 0782747438
Mrs. Okot Florence
Director  Yellowstar Food Produce and Processing Ltd
  Email: okotflo@gmail.com
  Tel: 0772613531
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