	Igho Rita (Nwokeji), Professional Experience…Continued
	



	NWOKEJI    RITA    IGHO


♦ 85, Ajoke Street, Okota, Isolo, Lagos ♦ +2348064893088 ♦ ragiqueen@yahoo.com ♦ 


Objective:
To attain excellence whilst harnessing my business and professional skills in creating and adding value in order to achieve the organization’s goals and objectives.

Career summary:
A self-driven, enthusiastic individual committed to contributing positively to my employing organization and to distinguish myself in any position or duties of responsibility. 

Personal Profile:
State of Origin:		Delta
Sex:			Female
Marital Status:		Married
Nationality:		Nigerian


Job Skills:
· An Experienced team leader with the ability to initiate/manage cross-functional teams and multi-disciplinary projects.
· Analytical thinking, decision making and problem solving skills.  
· Strategic Planning, Execution, organizing and extensive New Product Development using Fast Cycle Time. 
· Excellence Personal Communication skills
· Project management skills: Influencing, leading, negotiating and delegating abilities.
· Adaptability and tolerant to stressed situations.
· Creative thinking and organizational skills
· Effective listening skills


	                                                    Work Experience

	
	VINCENT AHWI & CO. 
	                           2016 – Till Date 

	Chartered Accountants
	


Trainee Accountant

Duties
· Preparing of Management Account
· Preparing of Bank Reconciliation
· Preparing of Staff Pay Roll (Pay as you Earn)




	CHRISTAM ROYAL PRIVATE SCHOOL 
	                       2012 – 2015

	Financial Account Teacher  Admin./Accounts Clerk
	


Managing, Directing and coordinating the affairs of the school administration

Duties
· Teaching the Senior Secondary Pupils Financial Accounting.
· Keeping and processing financial/Accounting records of the school
· Preparing academic calendar and staff duty roster for the session
· Attend to parents need and complains.
· Manage department performance through motivation, monitoring and coaching.
· Secure, monitor and sustain effective teaching of the subject and evaluate the quality of teaching and standards of students’ achievement and set targets for improvement.
· To monitor the general progress of all teaching groups and, in particular, to advise on support to be given to individual students.
· Paying Staff salary


	CASTORAMA GLOBAL CONCEPT LIMITED
	                                 2010 – 2012 

	Secretary/Computer Operator  Sales Clerk  Cashier 
	


Assist the MD/AGM make the best use of their time by dealing with secretarial, administrative and sales tasks

Duties
· Answering telephone calls, Maintaining diaries, Arranging appointments and filing
· Maintaining spreadsheets and databases
· Organizing, preparing agendas for and taking minutes of board meetings and annual general meetings.
· Maintaining statutory books, including registers of staffs, and directors.
· Dealing with correspondence, collating information and writing reports, ensuring decisions made are communicated to the relevant departments and company stakeholders.
· Issue receipts, refunds, credits or change due to customers.
· Establish or identify prices of goods, services or tabulate bills using cash register, etc
· Calculating total payments received at the end of daily sales.
· Compute and record total of transaction using Excel and Peachtree.
· Pay company bills by cash, vouchers or cheques.
· Stock shelves and mark prices on shelves and items.
· Organizing and planning proper display and stacking of the goods and supplies of the store and keeping record of the entire inventory sold in the store.


	JEGNATECH SERVICES LIMITED
	     2001 – 2010

	Secretary/Computer typist and Personal Assistant
	



Assist the CEO make the best use of his time by dealing with secretarial and administrative tasks

Duties 
•     Typing and word processing
•     Answering Telephone Calls 
•     Maintaining diaries
•     Sending and receiving mail via internet
•     Filing
•     Managing Data Bases
•     Implementing new procedures and administrative system.
•     Organizing the boss


	EDUCATIONAL INSTITUTIONS ATTENDED

	



· University Of Lagos (UNILAG)					2008 – 2009
· Lagos City Computer College					2003 – 2004
· National Teachers’ Institute	(N.T.I)					2002 – 2003


	ACADEMIC QUALIFICATIONS OBTAINED

	



· Diploma In Secretarial & Computer Studies				2009
· Certificate In Data Processing					2004
· Teacher’s Grade II Certificate (TC II)				2003
· General Certificate Of Examination					2001/2005


COMPUTER PROFICIENCY
	


· Microsoft Word (Excellent with good typing speed)
· Excel
· CorelDraw
· Internet
· Peachtree Accounting (Preliminary)




	TRAININGS AND WORKSHOPS

	


· Sales training by Castorama
· Customer service performance training by Castorama
· Practical and Effective Teaching seminal by Christam Royal Private School
· Office Administrative training by Jegnatech





	REFEREES

	



PASTOR JOE E. I. EDOGUN			
Jegnatech Services Limited		
7, Odolowu Street, Ijesha.		
08033209685					

MR. CHUKS DADA NZE
Alanze Nigeria Limited
11, Odolowu Street, Ijesha
08034085875


♦ 1, Orenuga Street, Oke-Afa, Isolo, Lagos ♦ +2348064893088 ♦ ragiqueen@yahoo.com 
