CURRICULUM VITAE
PRINCIPLE OF WORK
Detailed oriented Administrative Assistant with over 10 years of experience in administrative support. Proven track record of managing high volume scheduling, improving digital filing systems and providing exceptional front desk service. Dedicated to increasing office efficiency and supporting executive teams through proactive problem solving.  

PERSONAL INFORMATION
Sur name			Odongkara
Other name(s)			Charles Patrick Oyat
Sex				Male
Date of birth			05/05/1979
Nationality			Ugandan
Marital status			Married
Religion			Christian
Contact address Tel: 		0782722177/0750431753
Email address			patrickokara@yahoo.co.uk
EDUCATION BACK GROUND
	INSTITUTION
	YEAR
	AWARD

	Cavendish University Uganda Kampala
	2015-2019
	Bachelor in Business Administration(HRM)

	Nsamizi Institute for Social Development  Mpigi
	2012-2014
	Diploma in Public Administration and Management

	Nsamizi Institute for Social Development  Mpigi
	2010-2011
	Certificate in Public Administration and Management

	Nile Progressive Senior Secondary School
	2006-2009
	UCE(Uganda Certificate of Education



RESPONSIBILITY HELD AT SCHOOL
	INSTITUTION
	YEAR
	RESPONSIBILITY HELD

	Cavendish University Uganda
	2015-2018
	Class Coordinator 

	Nsamizi Institute of Social Development
	2012-2014
	Field Work Coordinator between the Students and the Sub County where the field placement activities took place

	Nsamizi Institute of Development
	2010-2011
	Course Coordinator



WORK EXPERIENCE
	YEAR
	ORGANIZATION
	TITLE

	2023-
	Gulu University
	ID Card Technician/ Academic Management information systems (ACMIS) Help Desk Assistant. Additional Duties

	2018-2022
	Gulu University
	Academic information Management Systems (AIMS) Help Desk Assistant. Special Duties  Assignment

	2011-Todate
	Gulu University
	Assignment of Duties in Accounts Unit in the Academic Registrar’s Office as Accounts Clerk Revenue Section.

	2009-2011
	Gulu University
	Assignment of Duties in the University Bursar’s office as Personal Assistant

	2004-2009
	Gulu University
	Stores Attendant



DUTIES AS ID CARD TECHNICIAN
Taking student’s photos and uploading into the system
Editing student photos and printing ID cards
Coordinating with the student leaders on the program of the ID Production
Issuing of ID cards to the respective students/staff
Updating the head of Department (Dean of Students) on the progress of the student ID production
Writing reports on the ID production for presentation to the Accounting Officer
AS ACADEMIC MANAGEMENT INFORMATION SYSTEMS HELP DESK ASSISTANT
Advice/guide the students on how to enroll into the systems (ACMIS)
Taking photos and uploading into the students profile
Coordinating with the Assistant ARs of the respective Faculties/Institutes on the update of students profile in the system
Carrying out duties to Gulu University campuses of Kitgum and Hoima to enrol and update student’s profiles in the system
AS ACADEMIC INFORMATION MANAGEMENT SYSTEM HELP DESK ASSISTANT
Enrolling new students into the Academic Systems (AIMS)
Taking and uploading photos into the student’s profile page
Assist in generating payment reference number (PRN) for student fees payment
Updating student’s portal
AS ACCOUNTS CLERK IN THE ACADEMIC REGISTRAR’S OFFICE ACCOUNTS UNIT REVENUE
Collecting of students pay slips from the various banks in the morning/afternoon
Distributing the student pay slips to the entire faculties/institutes accounts unit for general receipt writing 
Writing and issuing of General Receipt to students
Filling of the student’s pay slips according to the date, month and banks
Assisting in students clearance for end of semester examination, application period and graduation
Assist in monthly, quarterly and final year accounts preparation reports 
ASSIGNMENT OF DUTIES IN THE UNIVERSITY BURSAR’S OFFICE
Administrative Support to finance department
Receiving and directing visitors
Answering telephone calls
Filling documents
Photo coping documents
Receiving invoices, Good Received Notes, Payment Vouchers to forward for Payments 
Managing the University Bursar’s calendar
Assist in the preparation of final accounts Report
Coordinating with Finance staff for Departmental Meetings 

AS A STORE ATTENDANT
Assist in carrying in and out of the store delivered and issued items
Carried out measurement of food items which are delivered and measure the ones to be issued to the catering department
Coordinate with user department/unit on the available item in stock to be issued
Assist in updating Bin/Ledger Cards 
Making sure that all the items in the store have Bin cards stalk on each and updated
Informing the store Assistant/Officer on the items running out of stock
Making sure the storage area is clean and free from any pest, water leakages etc
Assist in end of year stock taking
Assist in assets counts exercise
 Assist in coordinating the stores, internal Audit Department, procurement unit and the user department on the delivered items for verification
Assist in delivering Good Received Notes, Delivery Notes and Invoices to Accounts section in order to make payments to the suppliers and service providers
      PERSONAL ATTRIBUTES
1) Ability to work in international and multicultural environment
2) Ability to interact in a team environment and work simultaneously on  several activities within the deadline
3) Analytical, negotiating deadline, deliverable communication and advocacy Skills
4) Altitude for fingers and accuracy
5) Persistence and endurance under hard condition
6) Reliable and responsible
7) Ability to work for longer hours and over the weekends
       SKILLS
1) Building Team Work
2) Flexible and working for long hours
3) Good Communication Skills
4) Quick learner
5) Fast in adaptability
6) Good customer care
7) Negotiation Skills
8) Good listening skills
9) Counselling Skills
10) Time Management
11) Administrative Skills
12) Scheduling 
13) Independence
14) Reporting skills
15) Maintaining Employee files
16) Decision Making
17) Inter Personal skills
18) Dependability

HOBBIES
1) Going to church
2) Reading bible
3) Watching movies
4) Watching sports (Foot ball, Athletics, Boxing, Motor Sports, Tennis etc)
5) Travelling
6) Adventure
7) Music and dancing
8) Carrying out research activities on matters affecting the society within my location
9) Advocating for children more especially the girl child to be in school
10) Carrying out counselling  activities and giving advices to affected persons in my surroundings
LANGUAGE SPOKEN
1) Luo
2) English
3) Luganda
4) Kiswahili
REFERENCES
1) Mr. Nyeko Francis MCIPS
Senior Officer Performance Monitoring
PPDA Northern Regional Office, Gulu
Plot 1, Lower Churchill Drive
P.O Box 999, Gulu
Email fnyeko@ppda.go.ug
Tel:  +256414311807
Mob: +256772302211
             2)  Fr. Ronald Reagan Okello
      National Executive Secretary for Education
      Uganda Episcopal Conference/
      National Program Coordinator UEC/UNICEF Partnership
      P.O Box 2886, Kampala
      Email houkidis@gmail.com/ Uced2018@gmail.com
                      Tel: +256772974779/751974779

3) Mr. Bongomin Morris 
Senior Internal Auditor
Gulu University
P.O Box 166, Gulu
Tel: +256774377807
Email. bongominmoris@yahoo.com

I  Odongkara Charles Patrick Oyat do confirm that the information given above is true to the best of my knowledge and belief

Signnature...........Odongkara Charles Patrick. Oyat Date.....23/04/2026.........................................................


