                MUGUME Patrick
 Address: P. O. Box 321 Fort Portal, Uganda
                                      Phone: + 256 788447156 
                                      Email: patmugume2012@gmail.com
	OBJECTIVE 
	Provide effective Administrative support  

	
	


	WORK

EXPERIENCE
	06/2012- 04/2018
Project Book Keeper/Cashier-AFRICA HUMANITARIAN ACTION –AHA KYAK REFUFUGEE SETTLEMENT, Western Uganda.
Responsibilities:

· Maintain both Cash and Bank registers
· Handling  Petty cash

· Posting daily transactions and Update data for making regular finance and administrative reports 

· Prepare Bank and cash reconciliation
· Make payments for approved requisitions

· Prepare payroll for staff

· Writing monthly , quarterly and annual reports

· Participate in Financial year Audits

· Filling and Record keeping

· Quarterly Inventory  taking

· Participate in Budgeting

· Vehicle fuel management

· General Office Administration

03/2009 – 06/2012
Store Keeping-AFRICAHUANITARIAN ACTION-AHA, NAKIVALE REFUGEE SETTLEMENT- ISINGIRO
Responsibilities:

· Maintain the Non Food Items (NFIs) store
· Maintain updated stock and bin cards
· Making store requests whenever stock gets low
· Issuing items following the  approved requests

· Monthly stock taking
· Quarterly inventory taking for both Non Expendable  and expendable properties 
· Making monthly and quarterly reports


	EDUCATION


	April 2017
Certificate in Administrative Law- The Uganda Pentecostal University
2005 - 2008
Bachelor Degree of Public Administration, Kampala International University
                                                                          2002-2003

Uganda Advanced Certificate of Education-St. Mary’s  SS Kitende


	ADDITIONAL

SKILLS  &
COMPETENCES
	Microsoft Office package: Microsoft Word, Excel, Access Power point..
Use of Office Machines like Photocopiers , scanner, Internet etc
Good Communication skills
Report writing
Ability to plan and Coordinate 
Time Management

Team Spirit

Able and willing to learn new systems


	REFERENCES 
	Dr. Erumuka Patrick
Project Coordinator 

Africa Humanitarian Action

Phone:+256 753009073
Email:erumukapat@yahoo.com

Mr. Shaka Keneth

Assistant Commandant

Bidbidi Refugee Settlement

Phone:+256 703848266

Email:shakakakeneth@gmail.com

Miss Nabukenya Judith

Accountant 

Africa Humanitarian Action

Phone:+256 772380980

Email: judithnabukenya@ymail.com
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