CURRICULUM VITAE

Personal Detalls:

Full Names:
Date of Birth:
Sex:
Nationality:
Cell phone:
Address:

E-mail:

Tumusiime Agnes

31% March, 1980

Female

Ugandan

+256 702967021

Kabale University

P.O .Box 317,

Kabale
tumusiime.agie@gmail.com

Personal Attributes:

| am a self-motivated, determined, confident and hardworking person with an adaptable approach
to work. | possess strong communication and interpersonal skills, and 1 am a dependable team
player with an additional ability of working on my own initiative with minimum supervision. |
have the ability to organize and prioritize assigned tasks effectively with highest level of

confidentiality.

Principal Objective:

| love working in a fast, improving and dynamic environment where | can meet new challenges
that require application of my practical skills, as well as learning new responsibilities and skills in

the process.

Educational Background:

2011-2014 | Kabale University

2004-2007 | Makerere University

Master of Arts in Public Administration and Management

Bachelor of Office and Information Management (BOIM)

2000-2002 | Institute of Teacher Education, Kyambogo

Diploma in Secondary Education

1998-1999 | Kyebambe Girls’ School, Fort Portal

Uganda Advanced Certificate of Education (UACE)

1994-1997 | St. Cecilia Girls” Vocational School, Bushenyi

Uganda Certificate of Education (UCE)

Employment Record:

2017-todate Administrative Officer

Director’s Office;

Kabale University — Institute of Language Studies

Main duties and responsibilities
e Organize office arrangement and support the activities in the
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2016-2017 o

Administrative support for the Institute’s meetings, seminars,
workshops and taking minutes and record of their proceedings

Make requisitions for required stationery, equipment and furniture,
office sundries and items.

Receive, record, filing all incoming and outgoing and records
management including safe custody, retrieval of files, policies and
correspondences in the Faculty.

Consolidate Departmental work plans, staff lists, student lists, staff
curriculum vitaes into Institute single related documents for easy
reference and dissemination;

Monitoring the University Calendar of Activities and events, and
draw up the Institute Calendar of Administrative and Academic
activities

Manage Director’s Diary of weekly activities.

Any other duties assigned by the Director

Administrative Officer
Kabale University — Faculty of Arts and Social Sciences
Main duties and responsibilities

Handling students’ issues

Assigning course units to students

Follow up of Senate policies that relate to Examinations.

Arranging and facilitating meetings

Taking minutes of various meetings in the Faculty and following up
the implementation of meeting decisions.

Providing administrative support to the Dean

Participate in developing the Faculty = Handbook, database and
Annual Reports by working with relevant committee and organs
through technical, logistical and administrative support for its
printing, publishing and dissemination in appropriate medium
Prepare all relevant documentation, organize, photocopying papers
and drafting responses to correspondences external or internal, in and
file in both hard and electronic forms;

Maintain security of Deans access code for student results in MIS and
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establish statistics of all students in the Faculty in hard and electronic
form;
e Collaborate with Departmental Administrators of the Faculty to

prepare statement of results and certificate clearance;

2014-2016 Senior Administrative Assistant
Kabale University — Academic Registrar’s Department
Main duties and responsibilities
e Preparation and issuance of academic documents (Transcripts and

Certificates).

e Supervising the support and clerical staff under Academic Registrar’s
department.

e Taking minutes of various meetings in the Academic Registrar’s
department and providing secretarial services to senate on matters of
students’ results.

e Requisition for office supplies and services including Office furniture
and equipment and ensuring their proper

e Registering of new students joining the University

e Preparing and clearing students for graduation

e Academic records-keeping in both hard and soft copies for easy
tracing

e Liaising with Kabale University Quality Assurance office on matters

of Academic programs offered.

Oct 2007-2014 | Administrative Assistant
Kabale University — Academic Registrar’s Department
Main duties and responsibilities

e Being in the custody of the University Examinations.

e Preparation of academic documents (Transcripts and Certificates)
among others.

e Supervising the support and clerical staff under this department
e Follow up of Senate policies that relate to Examinations.
e Arranging and facilitating meetings

e Taking minutes of various meetings in the Department and following
up the implementation of meeting decisions.
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e Providing administrative support to the Academic Registrar

Secondary School Teacher

St. Maria Goretti Secondary School, Rushoroza

Kabale (Uganda)

Main Duties/Responsibilities
e Preparation of schemes of work and lesson plans
e @Girls’ House teacher
e Teaching

Jan-Aug 2003

Key Successes and Additional Responsibilities:

e Kabale University Council Member, representing Administrative Staff
e Secretary, Kabale University Staff Welfare Association

e Secretary, Kabale University SACCO

e Treasurer, Kabale University SACCO

Computer Proficiency:

My main computer skills include the following;

Word Processing-Microsoft word,

Spread Sheets-Microsoft excel

Power Point Presentation

Knowledge of AIMS

Knowledge of ARIMS (Academic Records Information Management Systems)/CEMAS

Hobbies and Interests:

| enjoy surfing the internet to find more information and keep up to date.

LANGUAGE Reading skills Writing skills Verbal skKills.

English Excellent Very good Very good

Runyakitara Good Fair Good

Luganda Fair Fair Fair

Kiswabhili Fair Fair Good
Referees:

Mr. Naris Tibenderana
Academic Registrar
Kabale University
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Prof. Tamwesigire Caleb
Dean, Faculty of Arts and Social Sciences
Kabale University

Ms Lillian Tindyebwa

Director, Institute of Language Studies
Kabale University

P.O. Box 317

Kabale
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