                              IHEONUNEKWU OGECHI CHIZARAM                                                                                                                                                                                                  	                     24 Nlerum Street , by Chidiebere Estate, Rumuokwurushi, Port Harcourt.                                                                                                                                                                                                                                                          	                                                    MOBILE: 08038796693, 08183628104                                                                                                                                                 	                                                     E-mail: ogechichizaram@gmail.com

PERSONAL PROFILE
Date of Birth:           6th November 1985                                                                                                                                                                                                                                                                           Place of Birth:          Aba, Abia State                                                                                                                                                                                                                                                                      Sex:                            Female                                                                                                                                                                                                                                                                        Marital Status:        Single                                                                                                                                                                                                                                                                       State of Origin:        Imo State                                                                                                                                                                                                                                                                                                              L.G.A:                        Aboh Mbaise                                                                                                                                                                                                                                                            Nationality:             Nigeria                                                                                                                                                                                                                                                            Religion:             Christianity
OBJECTIVE
To strive for excellence in all positions of responsibilities entrusted to me as well as working in synergy with other colleagues in an atmosphere of team spirit attaining professional competence and proficiency.
SKILLS
· Excellent communication skills.
· Ability to read and write technical report.
· Highly motivated, adaptive, organized and proactive.
· Having strong work ethics.
· Ability to obtain and process information.
· Excellent customer or clients service skills.
· Possessing excellent time management skills.
· Possesses good computer usage skills.
EDUCATIONAL / QUALIFICATION
NATIONAL YOUTH SERVICE CORPS (NYSC) SCHEME                                                                     2010                                                                                                                                                               Army Day Secondary School Lokoja, Kogi State                                                                                                                                                                                              CLACS TECHNOBYTES INFORMATION AND SKILLS TRAINING INSTITUTION                            2010                                                                                                                                                                                                                                                                                                                                                          (Powered by Bytermem Resources)                                                                                                                                                                                                                                                                                   Certificate in Desktop Publishing                                                                                                       
IMO STATE UNIVERSITY, OWERRI                                                                                                     2007                                                                                                                                   B.sc (Hons) Government Education
COMMUNITY COMPREHENSIVE SECONDARY SCHOOL, ELEGBELE,                                                                                                                                                           BAYELSA STATE                                                                                                                                      2003                                                                                          Senior School Certificate Examination 
CONSTITUTION CRESCENT PRIMARY SHCOOL, ABA, ABIA STATE                                               1996                                                                                                                          First School Leaving Certificate Examination
WORK EXPERIENCE
DOMINGO CONTROLS LIMITED                                                                                                          Dec 2011 – Date                                                                                                                                                               77 Woji Road GRA Phase 2, Port Harcourt, Rivers State.                                                                                                                                                                                                                       CASHIER                                                                                                                                                   Dec 2011 – Jan 2013                                                                                                                                                                                                                                                                      Duties:                                                                                                                                                                                                                                                                                             
· Checking of daily cash accounts.
·   Balance all reports with daily balances.
·   Preparing end of the month cash analysis.
·   Process cheques and credit card payment.
·   Report and sort irregular transactions.
·   Receiving payment in exchange of products sold.
[bookmark: _GoBack]RECEPTIONIST                                                                                                                                              Feb2013 –April2015                                                                                                Duties:
· Serve visitor by greeting, welcome, directing and announcing them appropriately.
· Answer, screen and forward any incoming phone calls while providing basic 
Information when needed.
· Receive and sort daily mail, deliveries and couriers.
· Update appointment calendars and schedule meeting and appointments.
· Perform other clerical receptionist duties such as filling, photocopying, collating and faxing etc.
· Contribute to team effort by accomplishing related result as needed.

ASSISTANT TECHNICAL SUPPORT PERSONNEL                                                                                  May2015 – Nov2015                                                                                                                                                              Duties:
· Preparing quotations and purchase order for clients.
· Soliciting for contracts and procurement of technical equipments.
· Preparing prequalification documents and developing technical proposals.
· Recording of financial transactions in and out of the organization.
· Sorting of transaction into general ledger for annual audit.
INTEREST: Reading, making research, cooking, travelling, tutoring and learning.
REFEREES: To be provided on request.                                                                                                                                                                                                                                                                                                                                                                                                                                                                               							                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 
	                                                                                                                                                                                                                                                                                                                          	
