Allan Kigenyi

Kampala | 0781464157/078604663 | zechallan.p?00@gmail.com

Summary

I am an ambitious person with a sound record of data entry and record restoration of 8 years. | am hardworking,

reliable and self-motivated. | am a good listener; | work well on administrative tasks. In my varying position, | have

worked to ensure that all deadlines atftributed to me are attained as required within the organization.

Experience

DATA ENTRY/CUSTOMER CARE | 01/2017 - 08/2023
Watoto Church - Kampala

Take customer calls and provide accurate, satisfactory answers to their queries and concerns
De-escalate situations involving dissatisfied customers, offering patient assistance and support

Call clients and customers to inform them about the company's new products, services and policies
Guide callers through troubleshooting, navigating the company site or using the products or services
Review customer or client accounts, providing updates and information about billing, shipping, warranties and
other account items

Collaborate with other call center professionals to improve customer service

Help to train new employees and inform them about the company's customer management policies.
Completed general administrative work such as filing and data entry.

Provided help to underwriters with administrative duties and data entry.

Exceeded company-set data entry timeframes through prioritisation and fast typing.

Demonstrated outstanding speed and accuracy in various data entry and processing tasks.
Performed basic calculations and computer data entry.

Conducted data entry to keep spreadsheets up to date.

Coordinated, scheduled and executed in-depth data entry projects.

Created and maintained spreadsheets using Excel.

Identified errors in data entry and related issues, reporting to supervisors for resolution.

Created and maintained company records and used software to review and monitor data.
Gathered and reviewed information to gauge accuracy and clarity.

MERCHANT SUPPORT ADVISOR | 05/2023 - 06/2023
ABSA BANK (HEAD OFFICE) - Kampala Road

Assisting merchants with account-related inquiries

Providing technical support for payment processing issues and resolving disputes
Ensuring overall customer satisfaction

Additionally, | had to stay updated on product knowledge to address billing concerns.
Actioned customer feedback to improve product and service provisions.

Devised promotional offers and discounts to peak customer interest.

Labelled goods clearly and accurately in line with Trading Standards laws.

DRIVER | 02/2018 - 08/2022
Spesho - Kampala Road

Routinely transported clients to and from inner-city locations.

Used safe driving practices at all times when operating vehicles.

Notified management of vehicle safety concerns and issues.

Confinuously monitored traffic reports, forward-planning arrangements for fravel delays where necessary.



e Accurately logged deliveries, incidents and expenses.

e Planned best, safest and most efficient routes for journeys using navigational systems and maps.
e Represented highest standards brand when on road.

e Obtained signatures needed to complete and process paperwork upon deliveries.

e Performed routine light and deep cleaning of vehicle to maintain clean interior.

e Drove cautiously in bad weather conditions to maximise safety.

e Collected and delivered goods and materials.

e Engaged clients fo create rapport and established long-term customer relationships through prompt and

courteous service.
e Safely operated different company vehicles, including cars, vans and light- and heavy-duty lorries.
e Washed and cleaned vehicle exterior weekly, keeping vehicle presentable and clean.
e |oaded vehicle, properly securing items to prevent load shiffing and damage during transportation.
e Conducted regular safety inspections by checking oil and breaks.
e Followed highway codes at all times when driving company vehicles and transporting goods.
o Greeted passengers with warm, friendly welcome for an excellent first impression.
e Remained calm during rush hour and other stressful driving situations.
e Delivered goods and services to customers on time and made sure they were in excellent condition.

Skills
e Customer Service e GPS Operation
e Excellent Communication skills e Passenger Experience Optimisation
e Computer Literate e Re-Routing
e Data Entry and Management e Fuel-Efficient Driving
e Driving e CarServicing
e Team Player e Vehicle Exterior Cleaning
e Customer Service Skills e Route and Journey Planning
e Sales Driven e Route Planning
e Vehicle Maintenance and Repairs e Journey and Route Planning
e Safe Driving Practices e LGV Maintenance
References

e Timothy Musoke, Line Manager Card Acquiring, Absa Bank, 0701921655
e Herbert Kato, Administrator at cell service center, Watoto church, 0756203363
e Brenda Mpiindi, Card Acquiring Administrator, Absa Bank, 0773291280

Education

APTECH BUSINESS SCHOOL - Higher Diploma in Multimedia
12/2019

HOPE SENIOR SCHOOL - Uganda Advanced Certificate of Education - UACE

HOPE SENIOR SCHOOL - Uganda Certificate of Education - UCE



