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+971 586 356 178
+256 773 325 015
jeanlindaarinda@gmail.com
Date of Birth: 

                                     19th  NOV, 1992
Nationality: 

UGANDAN
Civil Status: 

SINGLE
Visa Status: 

VISIT VISA
Gender: 

FEMALE
LANGUAGE
ENGLISH   -     EXCELLENT
ARABIC    -       CONVERSATIONAL

EDUCATIONS
BACHELOR OF LIBRARY AND INFORMATION SCIENCE-SECOND CLASS UPPER DIVISION HONORS
HIGH SCHOOL EDUCATION
CURRICULUM VITAE

OBJECTIVE:
 To obtain an Office position and to contribute to the success and reputation of the company, A Customer-oriented, Office support professional.
WORK EXPERIENCE:

 AEQUITAS ADVOCATES
                                        - UGANDA
ADMINISTRATIVE ASSISTANT / OFFICE SUPPORT
        3 YEARS

Job Roles:

· Greeting visitors, conducting tours as needed, providing basic information to visitors.

· Direct visitors to the appropriate person and office.

· Answer, screen and forward incoming phone calls.

· Ensure reception area is tidy and presentable, with all necessary stationery and material for example pens, forms and brochures. .

· Provide basic and accurate information in person and via phone / email..

· Receive, sort and distribute daily mail or deliveries.

· Maintain office security by following safety procedures and controlling access via the reception desk. For example monitoring log books, issue visitors badges.

· Update calendars and schedule meetings.

· Arrange travel, accommodations and prepare vouchers.

· Keep updated records of office expenses and costs.

UGANDA CHRISTIAN UNIVERSITY
 - UGANDA
LIBRARIAN
  2 YEARS

Job Roles:

· Organized and stored sensitive files.

· Maintained shelving system and restored returned books.

· Fulfilled any and all requests made by supervisor.
· Updated calendar and daily events board weekly

· Helped Organized hundreds of files in storage units

· Organized files of every student, past and present

· Reported faulty files and books
SKILLS:

· Able to communicate effectively 

· Expert-level knowledge of information management programs

· Comfortable coordinating multiple tasks and responsibilities

· Able to communicate well both electronically and verbally

· Great ability to work helpfully with others 

· Great ability to be flexible with work hours and schedules.

· Calm, efficient and organized. 

· Excellent personal presentation and interpersonal skills

DECLARATION:

I hereby certify that the above information mention is true and correct to the best of my knowledge and belief. 
