                            KABARANZI Jackline

Home address: Hoima Municipality                                                    Home Phone: (256 77)3 576 160
E-mail:                jackielovanemma@gmail.com                                 Current Position: Receptionist
Nationality:      Ugandan                                                                         



PERSONAL SUMMARY 

 An adaptable, resourceful and enthusiastic personality who has extensive experience of having a wide level of general responsibility for monitoring and welcoming Clients. A strong communicator with excellent inter-personal skills and knowledge of reporting and assisting in the petty cash management. Contributing extensively to team work and always displays a willing and helpful manner when resolving, analysing and investigating various accounting discrepancies. Now looking to further an already successful career by working in the reputable organisation. Easy going by nature and able to work with all members of staff. Presently seeking a professional and satisfying role in a reputable company.

EDUCATION AND PROFESSIONAL STATUS
2010 – 2011         Certificate in Catering and Hotel Management         Nile Vocational Centre						 
2006- 2009           Uganda Certificate of Education                Kitara Secondary School			        		    

Work .                  
May 2022 to Present       Receptionist Seyeya Courts, Kagadi, Uganda
Receiving walk-in customers and other visitors at the front desk by greeting, welcoming, directing and announcing them appropriately, also escorting them to specific destinations. Answering screening and forwarding incoming phone calls. liaising with housekeeping in regards to room status and handling guest inquiries and requests promptly and courteously.
Researching and resolving issues in a friendly and timely manner plus conducting guest check out to ensure accurate accounting of room and service costs.Receiving and sorting daily mail. Contribute to the security of the office by helping to monitor visitors' access. Obtain or send information or documents using a computer, mail, or a fax
                                                                                                                                                                                                 2017 to 2019       Receptionist/Bar attendant Country Inn, Masindi, Uganda
Receiving walk-in customers and other visitors at the front desk by greeting, welcoming, directing and announcing them appropriately, also escorting them to specific destinations. Answering screening and forwarding incoming phone calls. liaising with housekeeping in regards to room status and handling guest inquiries and requests promptly and courteously.Receiving and sorting daily mail. Contribute to the security of the office by helping to monitor visitors' access. Obtain or send information or documents using a computer, mail, or a fax

 2014 to 2017        Receptionist/Waitress Uganda Kolping Society, Masindi, Uganda
Receiving walk-in customers and other visitors at the front desk by greeting, welcoming, directing and announcing them appropriately, also escorting them to specific destinations. Answering screening and forwarding incoming phone calls. Receiving and sorting daily mail. Contribute to the security of the office by helping to monitor visitors' access. Obtain or send information or documents using a computer, mail, or a fax

2013 to 2014        Waitress Hoima Resort Hotel, Hoima  Uganda
Responsible for taking orders and serving food and beverages to guests. Also playing an important role in guest satisfaction as also responsible for checking on customers to ensure that they are enjoying their meals and take action to correct any problems.

.
COMPUTER SKILLS
Intermediate use of:  MS Word, MS Excel, MS Office Outlook, E-mail and Internet operations
Working use of:         :  MS Word, MS Excel, MS Office Outlook, E-mail and Internet operations. 

CORE COMPETENCIES
          organization and planning skills, communication skills- verbal and written
customer service orientation,attention to detail and accuracy,information collection and management
problem solving and decision-making,integrity and reliability,stress tolerance and team member
                                                                                                                                                                                       LANGUAGE		
English 	- Fluent. Runyakitara - Mother tongue. Swahili – Fair.  Luganda - Good

SUPPLEMENTARY INFORMATION
          Interests: Reading self improvement books, Hymn Singing, Making new friends





REFEREES		

Mugasa Aloysius (Mr.)
Organisation/Position: Uganda Kolping Society /Director
P.O.Box 76,hoima-Uganda. Fax: 256-0465-40313
Phone: +256 (0) 77 2420-194. 

Komurubuga Deogratius (Mr.)
Organisation/Position: Country Inn Hotel/Director
Phone: + 256 (0) 77 2984-5379.  

Owor Martin (Mr.)
Organisation/Position: Hoima Resort Hotel - / Director
Phone: + 256 (0) 78 2929-092. 


	. 
 
                  Supporting documentation furnished upon request            








