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OBJECTIVE

 To workin an establishmentwheremyadministrative,organizational,and

educationalskillwillbemaximallyutilizedaswellasfacingnewchallengesin

mycareerdevelopment.

 Toputintopracticemyacquiredknowledgeandworkwithgoodteam inother

toachieveorganizationalgoals.

 To pursue a career in a dynamic,challenging,conducive and stable

organizationalgrowthandtoallow forpersonalgrowth,acquiringtopbright

initiativesandresourcefulness.

SKILLS&ABILITIES

 Astrongteam playerwithexcellentmotivationalandfastlearningskills.

 Good oraland interpersonalcommunication skillsand theabilityto work

effectivelyinawiderrangeofculturalbackground.

 Self-motivationalandtargetoriented,initiativeandimplementsnew waysof

thinkingandworking.

 Good conflict management skills facilitating problem resolution while

maintainingworkingrelationship.

EDUCATION

BACHELOROFSCIENCEINBIOLOGICALSCIENCE|

FEDERALUNIVERSITY,OTUEKE,BAYELSASTATE
2016–2021

SECONDCLASSLOWER

WESTAFRICASENIORSCHOOLCERTIFICATEEXAMINATION|(WASSCE)
GOVERNMENTSECONDARYSCHOOL,EZEAGU,ENUGUSTATE

2008–2013



NATIONALYOUTHSERVICECORPS(NYSC)

JUNE2022—MAY2023

WORKEXPERIENCES

LABORATORYATTENDANT|
FEDERALMINISTRYOFHEALTHSECRETERAIT,BAYELSASTATE
March2019–July2020

 Preparesamples/specimensandPerform laboratorytests.

 Perform dailyqualitycontrolchecks andPreparereportswithreliabledata.

 Interpretresultsbasedonfindingsusinglatestmethodologiesandbestpractices.

 Adheretocorrectproceduresandpolicies.

FRONTDESKOFFICER|
FEDERALMINISTRYOFHEALTHSECRETERAIT,BAYELSASTATE
July2019–March2019

 Answerallclientquestionsandincomingcalls,redirectsphonecallstothe

appropriatedepartmentandtakedownmessages.

 Acceptalllettersandpackagesanddistributethem totheirappropriate

departments.

 Monitor,organizeandforwardemails.

 Trackandorderofficeequipmentandsupplies,Maintainrecordsandfiles.

 Overseetheofficebudget.

ACCOUNTOFFICER|
KINGSKIDSINTERNATIONALSCHOOL,NGWO,ENUGUSTATE

March2015–July2016

 Iwasresponsibleformanagingschoolfinance,strictlyfollowingacademic

financialhandbook.

 Ioversawdirectingpayroll,andpension-relatedtasks.

 Ialsoassistedheadteachers,directors,andseniorleadershipteamsin

controllingthebudgetplanningandfinancialcontrolandproceduresincluding

thedevelopmentofresourceplans.

SALESREPRESENTATIVE|
KINGSKIDSINTERNATIONALSCHOOLSTORES,NGWO,ENUGUSTATE

March2012–July2013

 Executionofmarketingstrategiesandsellingcompanyproducts.

 Participation in the developmentand execution ofmarketing plans and

programs.



 Conductingmarketsurveysoncurrentandnewproductconcepts.

 Preparingmarketingactivityreports.

 Carryingoutmarketing,advertising,andpromotionalactivities.

REFRENCES

MyreferenceswillbemadeavailableOnRequest.


