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Application Form 
Please answer all questions in black ink or type. Please return your completed application form by e-mail only to the address specified in the advertisement.

	Position applied for:
	COUNTRY DIRECTOR UGANDA


	Where did you see the post advertised:
	RELIEFWEB.ORG


Personal Details:
	Family / Surname:
	NGABIRANO
	Forename(s):
	NINA


	Address:
	P. O. BOX 71890
CLOCK TOWER

KAMPALA, UGANDA
	Daytime telephone:
	+256 75 9481 574

	
	
	Can we call during the day?


	YES

	
	
	Email Address:
	NINA.NGABIRANO@GMAIL.COM


Qualifications:
Please give details of your qualifications, starting with the most recent.
	School/College Attended
	Dates
	Courses studied
	Grades Achieved

	ZENITH BUSINESS COLLEGE
BUEGEMA UNIVERSITY
	JULY 2012 – DECEMBER 2014
MAY 1995 – APRIL 1999
	ACCA
BACHELOR OF BUSINESS ADMINISTRATION
	LEVEL 2
DEGREE IN BUSINESS  MANAGEMENT


Training:

Please give details of non-qualification training you have attended. This can be in-house employment training or training by external service providers.

	Training Provider
	Dates
	Course Title and Content

	
	
	


Please continue on a separate sheet if necessary.
Work Experience:
Please give details of paid employment and voluntary work related to your profession, starting with the most recent.

	Please tell us your current salary & whatever additional benefits you receive.
	GROSS SALARY OF UGX 3,700,000. BREAK TEA AND LUNCH. USE OF OFFICE VEHICLE


	Employer and 

nature of business
	Dates of Employment
	Job Title and Duties

	Insieme Si Puo’ (ISP) IN AFRICA 
(International NGO – Belluno, Italy)

	October 2012 – date
	May 2016 – to date: Country Director
Duties:

· Leading in the development and implementation of ISPs strategy – in line with the overall ISP Strategic Plan 

· Monitoring and supporting field offices, local partners, and existing projects, coordinating project reviews, evaluations and follow up implementation of evaluation findings in close collaboration with the Project Coordinators / Managers

· Managing staff in line with ISPs procedures, ensuring that they have the necessary induction, training, and support needed to implement projects

· Developing and strengthening relationships with local organisations and networks and establishing national strategic relations and alliances with partners and civil society working in common cause with ISP objectives

· Overseeing the development and implementation of annual country budgets. Supervising all finance and administrative services to ensure effective implementation and compliance with the overall finance and guidance manual, and compliance with procedures required by grant or contract agreements 
October 2012 – April 2016: Administrator

Duties:

· Ensuring that financial and business matters are transparent, accurate and timely
· Maintaining financial computer systems and assist management with strategic planning
· Preparing financial statements and reports for management
· Assisting management to develop and check budgets 
· Ensuring compliance with relevant legislation; prepare tax returns, such PAYE and NSSF 
· Advising management on financial aspects such as budgets, tax, and cash flows


	Employer and 

nature of business
	Dates of Employment
	Job Title and Duties

	Cooperazione e’ Svillupo (CESVI) in Uganda
(International NGO – Bergamo, Italy)


	April 2004 – May 2012
	Administrator
Duties:

· Ensuring that financial and business matters are transparent, accurate and timely
· Maintaining financial computer systems and assist management with strategic planning
· Preparing financial statements and reports for management
· Assisting management to develop and check budgets 
· Ensuring compliance with relevant legislation; prepare tax returns, such PAYE and NSSF 
· Advising management on financial aspects such as budgets, tax, and cash flows


	Employer and 

nature of business
	Dates of Employment
	Job Title and Duties

	ACUMEN CONSULTANTS

Limited Company – Financial and Tax Consulting
	March 2002 – April 2004
	Tax Assistant

Duties:

· Completion and submission of tax returns for clients, including sole traders, corporations, and partnerships, directors - ensuring high standards of accuracy at all times 
· Ensuring that clients’ monthly VAT and PAYE returns are completed accurately, filed and paid on time, and ensuring that annual accounts are completed accurately and  filed, and Corporation Tax returns are completed accurately and paid
· Ensuring as far as possible that statutory deadlines for the filing of tax returns are achieved, liaising with clients efficiently where additional information is required
· Utilising technical tax knowledge to provide clients with guidance on the range of tax matters, including income tax and capital gains tax - seeking advice from the Tax Manager where necessary
· Assisting with the management of a portfolio of clients; acting as point of contact for enquiries, including providing advice on tax liabilities as part of the client care package
· Maintaining and developing technical tax knowledge in order to ensure that accurate and contemporary advice is provided to clients
· Providing support to the payroll managers when peaks of work require, including completion and filing of tax returns


	Employer and 

nature of business
	Dates of Employment
	Job Title and Duties

	EQUATOR INSURANCE SERVICES LTD

(Private-owned Insurance Brokers)
	July 2001 - February 2002
	Accountant

Duties:

· Organising and maintaining financial records

· Suggesting ways to reduce costs, enhance revenue and improve profits

· Examining financial statements to ensure their accuracy and compliance to laws and regulations

· Inspecting books of accounts and accounting systems to ensure they are up-to-date

· Computing taxes payable, preparing and submitting tax returns, and ensuring prompt payment of the same

· Working with auditors to ensure accuracy and compliance to statutory tax requirements


	Employer and 

nature of business
	Dates of Employment
	Job Title and Duties

	THE COLLEGE INN, WANDEGEYA

(Private-owned establishment providing accommodations, food, and drink, especially for travellers)
	January 2000 - June 2001
	Accountant

Duties:

· Documenting financial transactions by entering account information from each of the revenue centers

· Preparing asset, liability, and capital account entries by compiling and analyzing account information
· Substantiating financial transactions by auditing documents presented from the different revenue centers
· Recommending financial actions by analyzing accounting options
· Preparing balance sheets, profit and loss statements, and other reports
· Preparing staff payrolls, computing, submitting and making prompt payment of staff salaries, income taxes and other benefits

· Working with auditors to ensure accuracy and compliance with statutory tax requirements 


Please add more tables and continue on a separate sheet if necessary.
	Please outline how you meet the essential criteria for this role:
I am a highly motivated person with a striking ability to adapt to different situations, working environments and cultures as a result of my work experiences with foreigners. I am good at building solid relationships due to my patience and capability to listen. I am a fast learner, willing to take on new challenges and learn from them, and I also work well in a team.



	If appointed, when would you be available to start?
	IF APPOINTED, I WOULD BE AVAILABLE TO START ON THE 01/05/2017


Is there any restriction on your right to work in Uganda?
THERE IS NO RESTRICTION ON MY RIGHT TO WORK IN UGANDA.
Have you previously been employed by Self Help Africa? 
I HAVE PREVIOUSLY NOT BEEN EMPLOYED WITH SELF HELP AFRICA.
Voluntary Work and Outside Interests:

Please give details of any voluntary work not related to your profession and your outside interests.

	· 1997 VOLUNTEER WITH THE AIDS SUPPORT ORGANISATION (TASO) – an organisation that initiated practices that promoted positive attitudes and openness about the AIDS pandemic in Uganda.

With TASO, I worked with village health teams to sensitise communities on the HIV / AIDS. Duties involved the distribution of reading material, setting up of counselling and testing centres, mobilisation and registration of attendees.
· 1999 VOLUNTEER WITH THE ADVENTIST DEVELOPMENT AND RELIEF AGENCY (ADRA) – a global humanitarian organisation of the Seventh-Day Adventist Church.

Under ADRA, I worked with the Adventist Church in Bugema in one of their initiatives to identify vulnerable groups and individuals that would benefit from their program that aimed to improve the quality of life of the most disadvantaged and vulnerable through enhancing their capacity to identify and address their social, health, economic, cultural and development needs.


Language skills:

Please give details of any language skills indicating your standard of spoken and written competency.

	Language

Standard

Spoken

Written

English

C2
C2
Rukiga / Runyakitara

C1
B1
Luganda

C1
C1



References:

Please give details of two people who can act as a professional referee. One should be your most recent employer or, if you are currently in education, your tutor. Please indicate whether we can contact your references before interview. We will always obtain your permission first.
	Name:
	DAVIDE FRANZI
	Name:
	NICHOLAS YIGA

	Address:
	VIA BEATA CATERINA
MORIGGI 49 21100
VARESE, ITALY
	Address:
	MASANAFU CHILD AND FAMILY SUPPORT
P. O. BOX 27875

KAMPALA, UGANDA

	Telephone:
	+39 333 818 9231
	Telephone:
	+256 77 2412 745

	Relationship to you:
	FORMER SUPERVISOR
	Relationship to you:
	PROFESSIONAL COLLEAGUE

	
	

	May we contact before interview? YES YOU MAY
	May we contact before interview? YES YOU MAY


Other Information:
Please use this section to provide any other information that you think may be relevant to this job application.
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Please continue on a separate sheet if necessary
Declaration
I have given true and accurate information as to the best of my abilities. However, I understand that if any information given here is later found to be incorrect, this may result in the termination of any agreements made.



Nina Ngabirano




13/02/2017
Signature: -------------------------------------------Date of application: -----------------------------

I am a fast learner and a proactive professional, with several years of work experience both in the for profit and non-profit sectors. During my work experiences I have developed strong interpersonal, communication and management skills, that enable me to comfortably operate in a multi-ethnic environment.









