Odette Inamutunzi

PO Box 5583 Kigali

Rwanda

Email: inamutunzi@yahoo.com
31st December  2009
To,

The Director General 
OBR Burundi

Dear Sir /Madam,

I am writing to apply for the Postes of 

1. “Directeur chargé du bureau des grands contribuables” 

2. “Directeur  chargé du bureau des impôts du districts des moyens et petits contribuables
3. Directeur des recettes non fiscales et licences des véhicules automobiles 
Advertised on the website www.obr.bi . As requested, I am enclosing a completed motivation letter , my CV and three references. 

The opportunity presented in this listing is very interesting, and I believe that my strong Client service experience and education will make me a very competitive candidate for this position. 
My desire to work for my country would be fulfilled

The key strengths that I possess for success in this position include:  

· I love my country  desire its improvement in the fight against corruption,

·  strive for continued excellence 

· I provide exceptional contributions to customer service for all customers 
· I learn very quickly the new technologies and I am a had working 

· I adapt quickly to new environment
With a Business Administration Degree specialized in Finance, I have a full understanding of the fiscal policy, finances  and  I have a good experience in excelling at customer service as needed. Please see my resume for additional information on my experience. 

I can be reached anytime via my cell phone, +250788525452. Thank you for your time and consideration. I look forward to speaking with you about this employment opportunity in my native country Sincerely,
Odette Inamutunzi
CURRICULUM VITAE

I. PERSONAL HISTORY

Surname                       : Inamutunzi

Given Names                 : Odette

Date of birth                  : 01/07/1972

Place of birth                 : Gihanga /Burundi

Nationality                     : Burundese
Marital status                 : celibate
E mail address               : inamutunzi@yahoo.com
Telephone number         : +250788525452

II. PROFESSIONAL EXPERIENCE

1) Jan 2009- today

Creaxion: an advertisement company: a franchise of Ogilvy USA, located in Kigali city.
Position: Communication and marketing manager client service department 

Responsibilities 
· Smooth running of accounts assigned to me, and the production of its advertising as well as ensuring that the work is produced on time and within budget.

· Build strong relationships and to foster good team spirit with both clients and members of the agency team, particularly the creative department.

2) Jan 2007-Jan 2009
 Raiser Resource Group 2008: a training company and franchise of Crestcom international USA
Position: Head of Business Development team

I had ongoing relationships with Raiser East African functional managers, interacting with the department and people in finance, administration, human resource, training, country managers and directors.

· Responsible in coordinating with the training department for scheduling of training material requirements from USA and needs assessments.
· With the human resource department for needs assessments and team presentations.

· With the finance manager for pricing invoicing, sales reporting and financial report and budgeting

· With the country Manager and directors for overall direction in 

· Marketing for training in Bullet Proof Manager( leadership and management training skills)

· Facilitating in Crestcom preliminary sessions

· Organizing the trainings for managers and directors from different National and International companies monthly at KIGALI SERENA HOTEL, and ensuring the best customer care.
The number of participants has increased from 20 companies to 85 companies and organizations’ clients in Rwanda. Before there were only 2 classes with 30 participants each and by Jan 2009 we had 3 classes with 60 participants each.

Responsible for Goma Branch which started in august 2007 and by august 2008, we had 12 companies participating in CRESTCOM BULLET PROOF MANAGER TRAININGS.

Raiser Resource Group 2007:
Position: Business Development Manager 
 Tasks and responsibilities
a. For the country director

· Analyze and summarize the content of the files to be submitted to the Country Director for approval

· Receive and guiding the Country Director’s visitors
· Classify the archives, files and documents of the Country Director’s office
· Receive and answer the country Director’s office calls

· Directing correspondences and drafting letters

· Keeping the diary of the country Director’s appointments/audiences

· Management of the office stationary of the director’s office
· Maintains good public contact for the country director by responding to inquiries and making available general information on administrative and general matter
b. For the office and trainings 

· Ensurering all files and documents are registered and filed according to registry coding

· Receive, forward on convey messages and correspondences to designed recipients, provide leave cover for human resource Manager

· Maintaining stock of company supplies

· Organizing all national and international travels of trainers, facilitators, country directors, consultants, CEO,s and all company visitors

· Forwarding all office calls

· Ordering training materials and equipments from headquarters’ office(USA)

· Booking the training rooms in Kigali Serena Hotel monthly and organizing for facilitators training sessions

· Raising proformas and invoices, and following up the payments

· Perform any other tasks as required by the office

3) In 2005-2006
AVSI RWANDA: Volunteers Association for the International Services
In Orphan and Vulnerable Children (OVC) project sponsored by USAID 

Position: As Head of Health department
· Creating, keeping good relations with the health centers partners with AVSI

· Supervising the home assistance for former Kamonyi, Nyanza, Ruhango and Byumba districts
· Managing the financial fees for the health needs for all the children( above 3000) adopted by AVSI

· Organizing the training and fight against AIDS, using the method ”VALUE OF LIFE”

· Planning and implementing social support and care for OVC beneficiaries including providing community health insurance(mutuelles de santé) including linkages and referral to health care for OVCs
· Fulfilling all the responsibilities given by the manager
· As a facitator,

In Guest house de Kigufi, for all the social workers from former Kamonyi, Nyanza, Ruhango, and Byumba districts. The sponsor project: OVC organized by AVSI Rwanda.
4) In 2004

Orphanage of Mother Teresa de Calcutta in KIGALI-RWANDA
a. In charge of Finance and management of Funds

b. Work with orphan children, total care and processes for adoption

c. Visiting the poor and introducing small projects for sustainability

This helped the poor to increase revenues and to become independent in their income

5) 2001-2003

Retreat house in PUERTO RICO (USA) for Mother Teresa de Calcutta
a) Responsible for all the finances and economy in the congregation.

b) Total care and support for elderly persons, complete sustenance, sheltering, feeding and clothing the poor
The poor and old people would increase their life expectation
6) 1999-2001
Children’s house in Haiti(WEST INDIES) for Mother Teresa de Calcutta

Carering for children abandoned by parents, the malnourished and infected and affected by HIV AIDS.

Children were able to receive attention and care that have been missed from their parents, and they would be adopted by new families mostly form USA and CANADA
III. LANGUAGE PROFICIENCY
1) French                      Very good

2) English                      very good

3) Spanish                     good

4) Haitian Creole            very good

5) Swahili                      very good

6) Kinyarwanda              very good

7) Kirundi                      very good

IV. ACADEMIC QUALIFICATIONS
2006-2008 

School of Finance and Banking
Degree holder in Business Administration 
Option: Finance
2005

Kigali Institute of Science, Technology and Management
First year 
1999-2001
Hardon course in Washington DC (USA)
Catechism of the Catholic Church

A diploma in catechism

1995-1998

Religious formation: kariobangi-Nairobi-Kenya

Philosophy, theology, bible studies, the church History, basics for nurses

Religious vows as a Missionary of charity
1992-1994

Lycée du Saint Esprit for Jesuits Fathers Bujumbura-Burundi

Mathematics and Physics (scientifique A)

High School( Diplôme des humanités complètes)
1991-1992
Lycée  de Rutovu (Burundi)

1986-1990

Lycée de Nyabiharage Gitega (Burundi)

Common trunk, common studies

Common trunk certificate

1979-1985

Ecole Primaire de Gihanga (Burundi)

Primary School certificate
V. FURHTER TRAININGS
In 2007
Crestcom : Pinnacle Management Center

Training in Leadership and Management Skills

A certificate by Crestcom International In Denver Colorado (USA)

October 2005
Bethany Hotel de KIBUYE-Rwanda on “THE VALUE OF LIFE”

Training for trainers on the behavior change towards HIV/AIDS, strengthening on the value of:
1. Life

2. Love 
3. Sexuality

Organized by AVSI Rwanda

June 2005

Domus Pacis center Kicukiro-Kigali-Rwanda
“Evaluation of the needs of a person to be able to intervene”

Organized by AVSI Rwanda

Oct-Nov 2004

Gnosys Center SARL Kacyiru-Kigali

Computer Training:
Introduction to computers:

Microsoft Word and Microsoft Excel

I hereby certify that the information given above is correct and true to the best of my knowledge.

                                                                          Odette Inamutunzi

Reference Persons available upon request
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