
 

KOLEBU BAMULUMBYE| Detail - Oriented Human Resource Practitioner 

Experience: 2+ years | Available: 2 Weeks | Location: Kampala - Uganda 

Email Address: bkolebu@gmail.com |Phone Contact +256-781-975-705 OR +256-708-324-552 

ABOUT ME 

Detail-oriented Human Resource practitioner with a deeper understanding of management and 

administration functions. Very passionate about changing the world through effective management. 

Having detailed knowledge in employee pay and benefits, employee relations, learning and 

development, performance management, HRMIS plus Recruitment and Selection. Fast-learning and 

adaptable worker with a proven history of reliability. 

WORK HISTORY 

Steel & Tube Industries Ltd, Kampala – Uganda 

Human Resources Officer | Mid-level    

November,2021 to Present 

• Supporting in Recruitment and selection (identifying gaps, posting job adverts, 

shortlisting candidates, screening and conducting interviews) 

• Onboarding of new staff, ensuring that new staff settle within their job positions. 

• coordinating Training and development programs 

• Maintaining updated staff files and administering the HRMIS 

• Leave management 

• Handling employee disciplinary cases and grievances 

•  Sensitizing employees on health and safety issues plus proper use of PPEs 

Mukwano Industries Uganda Limited, Kampala – Uganda 

Human Resource Administrator | Junior- level 

August,2020 to November,2021. 

• Participation in Disciplinary and grievance procedure management of staff 

• Ensure line managers are aware of all the current company policies and procedures 

• Medical Insurance management 

• Keep an active case register (discipline, insurance and Labor matters) 

• Adherence to company policy in all Human Resource functions 

• Screening and vetting of all new applicants in line with relevant role requirements 

• Schedule and conduct interviews 

• Staff data management 

• Compile reports on recruitment statistics  

• Participate in safety forums created by company for example safety meetings and safety 
toolbox talks 

• Ensure all staff are aware of company safety standards 

• Report all safety incidents to the relevant stakeholders within the company 



• Distribute safety information as and when required 

• Monitoring attendance of all employees 

• Ensuring staff overtime and Night allowance is paid within the monthly cutoff 

• Leave management 

• Support in conducting Training and development programs of staff 
 

Faammo stone masters (construction company), Kampala-Uganda 

Administrative Assistant | Entry Level 

August,2018 to March 2020. 

• Monitoring the attendance of workers (mansions and porters) 
• Documentation 

• Helping the Managing Director in following up with potential clients through phone calls. 
• Helping in recruitment of mansions and porters 
• Paying workers on weekly basis (mansions and porters) 
• Ensuring safe storage of company property 

Luuka district local government, Luuka – Uganda 

Human Resource Intern 

June,2015 to August,2015 

• Collecting information from the district employees for the payroll updating process. Taking 
minutes in the local government meetings which I attended and entering them into a 
computer. 

• Receiving and directing visitors in different offices 
• Managing Human Resource files that is to say filing HR records 

EDUCATION BACKGROUND 

 

• Makerere University January-2018; Bachelor of Human Resource Management degree 

• Busalamu secondary school December-2013 Uganda Advanced Certificate of Education 

• Busalamu secondary school December-2011 Uganda Certificate of Education 

 

SKILLS, COMPETENCES AND ABILITIES 

 

• Data Analysis skills using Excel and Google sheets 

• Excellent communication skills 

• Exceptional interpersonal skills 

• HRMIS knowledge 

• SAP Elite 



• Quick problem solving and decision-making skills 

INTERESTS AND HOBBIES 

 

• Soccer fan 
• Story telling 
• Reading Newspapers and Novels. 

REFERENCES 

 

1. ANNAH KOMUJUNI 

HUMAN RESOURCE MANAGER 

STEEL & TUBE INDUSTRIES LIMITED 

+256-700-667-142/a.komujuni@stil-group.com 

2. HELLEN NAMPIJJA 

HUMAN RESOURCE MANAGER 

MUKWANO INDUSTRIES (U) LIMITED 

+256-785-256-710/hrm@mukwano.com 

3. ROGERS BUKENYA 

SENIOR RECRUITMENT OFFICER 

LITARM CONSULTS 

+256-788-121-922/rogersbukenya3@gmail.com 
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