CURRICULUM VITAE

FATUMA MWANZI

0507902243
waiswadevid@gmail.com
fatimamwazi2013@gmail.com

Dubai, UAE

Visa Status  : Visit Visa
Gender : Female
Nationality  : Ugandan
Language : English
Civil Status : Married

POSITION: DATA ENTRY OPERATOR

OBJECTIVE A numerate Data Entry Clerk who has a proven ability to enter names, addresses, statistical
information, business information, account numbers and other data. | have superb typing
speed, excellent attention to detail and is able to juggle a variety of tasks whilst maintaining
exceptionally high standards of work & reliability.

SPECIAL

e Extensive experience and knowledge of MS Word.
TALENTS e Inputting both text data and also numerical data.

e Interpreting complex information.

e Fully aware of data confidentiality issues.

e Handling all confidential information in a professional manner

e  Strong commitment to performing and producing at the highest level.
STRENGTH e Ability to work effectively under time pressure and for long and extended hours

e  Ability to multitask

e Diligence and dedication to work

e A good memory and an eye for details

e Afriendly, cheerful, and polite attitude

e A strong passion to ensure customer satisfaction




WORK
EXPERIENCE

EDUCATION

LANGUAGE
PROFICIENCY

DECLARATION

REFERENCES

COMPNAY NAME: CAMPALA TOWN COUNCIL
DESIGNATION:DATA ENTRY
LOCATION: UGANDA

COMPNAY NAME: SHOPRITE SUPERMARKET
DESIGNATION : DATE ENTRY OPERATOR
DURATION :1YEAR

LOCATION : UGANDA

Ensuring the accuracy and relevancy of all data entered into databases.
Sorting and processing invoices from suppliers.

Highlighting any discrepancies in data to senior managers.

Answering the phone, fielding and diverting calls.

Entering sales data, market survey information and personal information into
computer databases.

Checking the work of other data entry operators.

Handling confidential information in line with the firm's data security
protocols.

Performing data review and clean-up processes.

High school Education
Diploma

Fluent in English

I would very much welcome a personal meeting with you to discuss your needs and my
ability to meet them. My schedule is flexible, and | am available for interviews during the
day, evening and at the weekend. Thank you for your time, consideration and forthcoming

response

UP ON REQUEST



Wganda Busginess and Technical Examinations Board

E-mail: info@ubteb.go.ug
Website: www.ubteb.go.ug

P.O. Box 1499, KAMPALA
Tel: 4256 414 288 187
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NAME: MWANZI Fatuma NATIONALITY Ugandan

REG NO: UBB067/2015/524 BIRTH DATE: 21 Deec, 1992

GENDER: Female PRINT DATE: 6-0ct-2017

CENTER NAME: TACE Makerere University

PROGRAMME:  National Diploma in Accountancy
Year 1 Academic Year: 2015/ 2016 Semester One
CODE SUBJECT NAME CU GRADE
NDAOOL Financial Accounting | 5 & C+
NDACD2 Ecanomics 3 B
NDAOD3 Computer Fundamentals and Data Processing 5 B C+
GPA 162 CGPA 362
Year 1 Academic Year: 2015 /2016 Semester Two
CODE SUBJECT NAME CU GRADE
NDADOO4 Business Law 4 [E o+
NDAOOS Statistics 5 E+
NDAQOG Business Organization and Management 4 [MA
GPA 3.96 CGPA 3,78
Year 2 Academic Year: 2016,/2017 Semester One
CODE SUBJECT NAME CU GRADE
NDADQT Financial Ascounting |l 5 e
NDAOOS huditing and Business Ethics 3 B
NDAOOS Cost Accounting 5 H
GPA 362 CGPA 3.73
Year 2 Academic Year: 2016,/2017 Semester Two
CODE SUBJECT NAME * CU GRADE
NDAD10 Buginess Finance 4 Be
NDAO11 Elements of Taxation 4 =B
NDAOL2 Production Management 4 B
GPA 367 CGPA 372

Minimum Graduation Load(CUs): 51
Award: National Diploma in Accountancy

Class of Award: Class II (Credit)
June , 2017

Date of Completion:

Total Credit Units:51




Uganda National Examinations Board

This is to certify that the candidate named below sat for the Uganda Certificate of

Education Examination in the year 2009, and qualified for the award of the

Uganda Certificate of Education

DIVISION 1I1I

THE CANDIDATE REACHED THE GRADE SHOWN IN THE SUBJECTS NAMED.

*

. MWANZI FATUMA (AGE 146) UO9S5/081
+~ KASUBI SECONDARY SCHODL P.0O.BOX 4544 KAMPALA
CRADE
ENGL ISH 7  (SEVEN)
CHRISTIAN RELIG ED 4 (FOUR)
HISTORY 3  (THREE)
GEOGRAPHY S (FIVE)
MATHEMATICS & (SIX)
PHYSICS 8 (EIGHT)
CHEMISTRY 8 (EIGHT)
BIOLOGY & (SIX)
ART 4 (FOUR)
COMMERCE & (SI¥)
SUBJECTS NAMED: TEN SUBJECTS PASSED: TEN
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