TENDO CHRISTINE
Address: Kampala, Uganda
Email: teny7765@gmail.com | Telephone: +256 750574057

Personal Statement

----------------------------------------------------------------------------------------------------

A result driven, resourceful, flexible, organized and adaptable individual seeking a challenging career with considerable working experience in various office environments. I am a hard-working individual who strives to achieve the best in all areas and I am always eager to learn new skills and advance my career. I am able to work effectively under pressure and focus on the task at hand. My attention to detail and excellent time management skills means that every task is completed efficiently and to the highest possible standard. I am a very motivated and dedicated person who is keen to have a successful career. I am now looking forward to making a significant contribution to an institution that offers an opportunity for progression.

Key Competencies

· Good communication skills both oral and written in English and some local languages. I interact with the public and develop rapport in a manner that appeals to my audience.
· I have the ability to work independently, taking initiatives, managing time and ability to meet deadlines in an effective way.
· I have the ability to work in a multicultural and ethnic environment through listening to others, good attitude, caring, problem solving, sharing knowledge, pulling ideas together, consensus making etc.
· Have excellent computer skills in MS Word, Excel and PowerPoint. Can easily adopt to any new computer package.
· I am honest and have strong moral principles.
· I am professionally confident, self-motivated, a very committed team player and result oriented.
Employment History
----------------------------------------------------------------------------------------------------
January 2025 to Date.
Volunteer- Data Entrant, FABEM Solutions Uganda Ltd – Kyaliwajjala-Kira (Uganda) 

Duties & Responsibilities

Reporting to the Workshop Supervisor, my duty is to provide general office administrative support for a variety of clerical activities and tasks on a day-to-day basis including but not limited to; 

· Ensuring that customers are handled with maximum care.
· Transferring data from paper formats into computer files.
· Verifying data by comparing it to source documents.
· Engaging in photocopying, printing, binding, responding to requests for information and typing documents as required by clients. 
· Operating a variety of office equipment including photocopiers, binding machines, computers etc.
· Participating in maintaining the working area tidy and clean.
· Perform any other duties as requested or assigned.

Achievements
----------------------------------------------------------------------------------------------------------------------------------
1. Demonstrated excellent customer care service skills leading to excellent customer feedback.
2. Provided exceptional clerical support to the team hence increased overall efficiency.

Education 
----------------------------------------------------------------------------------------------------------------------------------
2025 - TODATE	- Bachelor of Software Engineering – Victoria University - (KAMPALA, Uganda)
		
2023 - 2024	- 	UACE - Godmark High school - (MUKONO, Uganda)    
      		
2018 - 2022	- 	UCE - Kyambogo College (KAMPALA, Uganda)  

2008 - 2017 	-	PLE – Rock Foundation School (KAMPALA, Uganda)

Hobbies
----------------------------------------------------------------------------------------------------------------------------------

· Reading books
· Playing games
· Listening to music
· Solving Puzzles
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