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PREFERRED JOB
PROFESSIONAL SUMMARY

FINANCE AND ADMINISTRATION OFFICER.
Accurate and detail oriented finance professional skilled at managing accounts receivable, accounts payables, preparing and maintaining all accounting records and files, developing budget estimates. Effective communicator with great analytical, organizational skills and excellent team work abilities with a 3 years experience.
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EDUCATION AND TRAINING
2018 T0 DATE   Certified public Acountant (CPA).                                              Level Three
Institute of Certified Public Accountants Uganda (ICPAU)
2014-2017     Bachelor of Science in Accounting                                                  First Class
Honours
Makerere University Business School, Kampala (Uganda)
2012--2013     A Level                                                                                                  17Points
Baptist High School Kitebi (Uganda)
2008–2011    O Level                                                                                              First Grade
Baptist High School, Kitebi (Uganda)
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WORK EXPERIENCE
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SUMMARY
DETAILS;
06/2017 TO 7/2020 ACCOUNTS ASSISTANT
NORVIK HOSPITAL LTD (KAMPALA-UGANDA)
Duties and Responsibilities:
 Pay roll preparation and assit with filing of returns
 Daily analysis   and   review   of   posted invoices   for   accuracy and completeness followed with daily preparation of claims report
 Separating   and    filing   claim    forms,   attaching   all   corresponding documents for respective clients and forward   them   to clients after approval.
 Follow up payments for the claims.


Posting   transactions   into   Tally ERP9 after   extraction   from   clinic masters
 Maintain digital and physical financial records
 Reconciliation of account receivables and payables ledger accounts
 Review and file payroll documents
 Carry out weekly bank reconciliation.
 Preparation of payment vouchers and writing cheques.
 Passing approved debit and credit notes
  Preparation of petty cash
  Issue insurance claims to insurance clients
  Carry  out  other  temporary finance duties as assigned to  me  by  my supervisor and Financial  Director.
2015 & 2016               ACCOUNTS TRAINEE ( June- August)
MOVIT PRODUCTS LIMITED
Key Duties and Responsibilities:
    Data entry into micro soft excel and word
    posting transactions into Tally ERP9
    Filing documents
    Review accounting information to identify any discrepancies
    Assign invoice numbers to transaction
    Recording data into the book. Achievements
    Learnt  about book keeping
   Practiced accountancy profession
   Gained proficient  computer skills
   Attained  data and file management skills
   Cash management skills
   Accuracy
Dec 2013—August 2014 (Senior six Vacation)

CASHIER
TOP BET SPORTS BETTING (KAMPALA-UGANDA)
   Data entry into the system
   Preparing and issuing receipts to customers
   Cashing out to successful customers
   Preparation and issue of reports about daily transaction
01/08/2014–20/09/201
4

ASSISTANT PARISH SUPERVISOR (2014 POPULATION CENSUS) Uganda  Bureau of Statistics, Mubende (Uganda)

Liaise with all local Council 1 leaders to mobilise their communities for easy enumeration exercise

Supervise the work of all enumerators to ensure all citizens comply.

Make a daily and weekly report to be forwarded to the sub county supervisor.
PERSONAL SKILLS
Mother tongue(s)    Luganda, Lunyoro
Other language(s)
English               C1                    C1                    C2                    B2                    C1
Levels: A1 and A2: Basic user - B1 and B2: Independent user - C1 and C2: Proficient user
Common European Framework of Reference for Languages
Communication skills     I have good communication skills - Written and verbal communication gained through my experience as Accounts assistant, Accounts trainee and Cashier
Organisational /
managerial skills

Good team leading  skills gained through my experience as a prefect during my secondary education, Good organizations skills gained through my experience as Accounts
Assistant.
Job-related skills     Service oriented mindset, integrity, ability to reflect  on my work as well as the wider consequences of financial  decisions attained through working as a financial  officer
Digital skills                                                   SELF-ASSESSMENT
	Informatio n processin g
	Communi cation
	Content creation
	Safety
	Problem solving

	Proficient user
	Proficient user
	Professional user
	Basic user
	Basic user


Digital skills - Self-assessment grid
Microsoft Applications/Packages. Quick books accounting software Tally ERP9
Clinic masters
	Name
	Position/Status
	Institution
	Relationship
	Contact

	Mr. Ssentongo Bruno
	Human Resource Manager
	Previously at Norvik Hospital Ltd &
Currently at SAMA Source Uganda  Ltd
	Former Senior
Work mate
	0789484394 senobruno@gmail.com

	Mr. Mugalu
Isaac
	Chief
Accountant
	Norvik Hospital Ltd & Patner at BSI Accountan cy firm
	Immediate supervisor
	0704143507 mugaluisaac@gmail.com

	Ms. Ayebare Esther Linda
	Tourism Development Officer
	Ministry of
Tourism
	Former Lecturer  at Makerere University
	+256784752003 /
0701384124
Lindaesther75@gmail.com
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EMPLOYER�
POSITION�
PERIOD�
�
Norvik Hospital Ltd�
Accounts Assistant�
Jun 2017 to July 2020�
�
Movit Products Ltd�
Accounts Trainee/ Internship�
2015 &2016


every (June- august)�
�
Uganda  Bureau  of Statistics ( 2014 population census)�
Assistant Parish Supervisor�
August-- september2014�
�
Top Bet Sports Betting�
Cashier�
Dec2013-August2014 (S.6 Vacation)�
�
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UNDERSTANDING�
SPEAKING�
WRITING�
�



Listening�



Reading�
Spoken interaction�
Spoken production�
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