	[image: image1.jpg]




	CURRICULUM VITAE

	
	Career Objective

	
	To work hard towards achieving goals and objectives,self motivation and can work under minimum supervision with willingness to work in dynamic environment,to exploit the opportunities available in my proffesion in order to reach the highest level by becoming competent professional  through hard work,persistence,team work and also become the developmental work from which the organization and the entire society can benefit.


	
	Educational Background/ Training

	
	· A Bachelor�s Degree in Management Science ,(Kyambogo  University- Uganda)

· Uganda Advanced Level of Certificate-(2008)

· Uganda Certificate of Education(2006)

· Certificate in Computer Microsoft Applications-(2008)

	
	

	
	Work Experience: 

	PERSONAL PROFILE
	Company : Service focus(2021-date)
 Designation: front office (receptionist).
· Welcoming visitors and directing them appropriately. 
· Performing administrative work like typing,filling
· Correctly update customer information 
· Recieving phone calls
· Entering customer details into the company records or data base
· Keeping the reception area tidy
· Anyother duty as maybe assigned 
· Correctly keep records to all CC and related activities 
COMPANY :BRIDGE INTERNATIONAL ACADEMY(Nov 2017-sept 2019)
Designation: call center agent/customer service 
Responsibilities:

· Manage large amounts of inbound and outbound calls in a timely manner
· Providing out standing service to customers 
· Assisting callers by providing information,answering questions and redirecting calls inquiries as neccessary. 
· Identifying and escalating issues for solutions 
· Competing calls or transactions in a manner thats mantains quality and quantity. 
· Performing data entry into computer system program or database 
· Build sustainable relationships and engage customers by taking extra mile
Company: Gulu university,hoima campus (2015-june 2017)
Designation: Administative assistant to the principle
Responsibilities:
·     Welcoming and greeting visitors
·      Sheduling appointment and mantaining calender
·      Recording minutes during meetings
·      Recieving calls inbound and outbound
·       Answering inquiries
·        Organising the office to ensure it keeps running
·         Preparing communications such as memo,emails,invoices ,reports and other     correspondence
·           Schedule and cordinate stuff and other meetings


	Name:
	

	Phiona Basemera
	

	Sex: Female
	

	Nationality: Ugandan
	

	
	

	Passport number
	

	B1517151 
	

	Telephone: 0771612907
	

	Email: : basemeraphiona31@gmail.com
	

	
	

	Languages
	

	English(fluent)
	

	Runyakitara (fluet)
	

	Availability:

IMMEDIATELY
	

	Other related skills
· Handling complaints in a diplomatic way.

· Excellent customer care skills.

· High levels of Communication Skills both oral and written

· Computer skills in MS office applications such as word, excel and access and Email.

· Flexible and ability to work for longer hours.

	Competencies

· An Outgoing and articulate communicator with strong persuasive, writing, and presentation splanskills.

· Exceptional interpersonal skills and maintenance of relationships at all levels.

· Effective working both independently and as part of a team with strong ability to efficiently handle the demands of multiple projects in detail. 
Related work strengths

· Self-motivated
· Target and results oriented

· Articulate

· Influencing skills

· Teamwork

	Hobbies

Adventure, reading inspirational books,Interacting with new people, Travelling, Debating, Watching,travelling

	Referees

Miss.Muhumuza Angella
Manager service focus
Tel.0702789999
Miss Jackie Ayebale
Area manger bridge schools
Tel.0775525379
Alibankoha fredrick 
Divine construction
Tel 0772421441
 

	


