      House 5, 5th Avenue, Abisi Villa, Amosu
Abesan Estate, Ipaja – Lagos State

Phone no: 08025746287
E-mail: ifelovebaby@gmail.com
JUSTINE. ROSELINE .I.
Personal Profile:
I am hardworking and very determined. I am Patient at acquiring New Skills. I am versatile and prompt in attending to task. I am reliable and enjoying working with others also able to work with little supervision. Willing to work additional hour during urgent period.
Objective:
I seek to build career in a dynamic challenging position that would enable to apply my intelligently to listen, learn, search for information and exercise my restless energy, excellent documentation skill and initiative to the advantage of company. Also to ensure that all assignments given are done diligently and on time
SKILL                                -    Good Communicator with good planner
· Self motivated and managed

· Passion for the position and industry
· Ability to manage multiple task concurrently

· Good problem soling abilities

· Good organizational and time management skills 
· Abilities to understand customers’ business and what drives their decision making
· Ability to build relationship with people of different background
EXPERIENCED IN:

· Booking keeping & accounting 

· Weekly report to the board

· Bank reconciliation

· Financial statement

· Computer operator

· Receptionist
Personal Data:

Date of Birth:


17th December, 1980
State of Origin:

Akwa Ibom

Local Government:

Uyo

Sex:



Female

Marital Status:


Single
Nationality:


Nigerian

Language Spoken:

English, Yoruba and Efik
Institution Attended with Dates:

· The Polytechnic, Ibadan – Oyo State



2005

· The LUFAD Institute of Aviation



2006 
· Keke High School, Agege




2003
· Christ Apostle Church, Primary School Agege

1997
Academic Qualification with Date:
· Ordinary National Diploma in Local Govt. and Public 

Administration (Upper Credit)




2005

· Basic Certificate Course in Ticketing and Reservation

Course






2006
· General Certificate Examination



2000

· Senior Secondary School Certificate



1996
· First School Leaving Certificate



1990
Work Experience:
· Pejaabs Global Nigeria





2000 
Renting of chairs, tables, canopy and catering services

Suppliers of baking ingredient such as: flour, sugar and salt etc.

No 35, Idimu Road, Ponle Bus Stop,Egbeda – Lagos.

Post Held:
Administrative Assistance


· Personal assistant to the CEO.

· Supervise and order supplies according to the guideline of the organization
· Ensure proper account are maintained

· Delegate assignment and evaluation of employees

· Payroll accounting

· Organizing and implementing program activities with CEO

· Grace and Glory Traveling and Tour



2007 
Beside Vamako Filling Station

No 38, Akowonjo Road, Sabo Bus – Stop,

Dopemu – Lagos.
Post Held: Ticketing Office

· working as a training to ensure my effectiveness and competent in handling job

· MORISON INDUSTRIES PLC




2010-2015
28/30 MORISON CRESCENT 

OREGUN INDUSTRIES AREAS,

ALAUSA BUS-STOP IKEJA

LAGOS

POST HELD: SALES ADMIN CLERK

· Assisting the Credit Control Officer in the following areas:

1. Working strictly on monthly and annual collections from debtor

2. Daily ,month end reporting and account reconciliations

3. Investigating and resolving queries relating to non- payment of invoices

4. Ensuring that all account work to agreed in order to cash cycle

5. Allocating payments in accordance with customer remittances
6. Liaising with the sales and accounts receivable teams to resolve outstanding disputes
7. Preparation of daily sales update and debtor’s update

· Raising of invoices

· Processing of local purchase order

· Assist marketing personnel in their weekly float, monthly report and various form e.g. sample, promotional, cod, stationery and expenditure requisition form
· Posting of invoices and receipt on the ledger

· Preparation of monthly sales representative performance

· Monthly and Quarterly monthly stock taking
Interest:


Reading, Traveling, Singing, Dancing, Cooking, and Movies etc
Reference:

AVAILABLE ON REQUEST

