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Curriculum Vitae


GOAL

To be able to participate effectively in the day to day operations of an organization, to experience new challenges that will enable me to grow as an individual and employee, to contribute to the organization’s growth, development and success, and to earn advancement through the execution of my duties.

PERSONAL DETAILS

	Date of birth:
01ST October, 1987
	Nationality/State:
          Nigerian/ Edo State

	Sex:

Female
	Marital Status:
                          Single


	contact address
No 7 Onogho Street Okumagba Layout Warri, 

Delta State.
Coolmary4life@gmail.com
	phone numbers

08038703078
07057121611


	
	

	
	

	
	


WORK HISTORY

Diamond Bank (Transaction officer/ATM custodian)



 2014 till Date

· Receiving and posting of cash deposit.
· On load and daily service on ATM.
· Replacing of Journal rolls.
Erhies Technology (Secretary)                  




2013-2014
· Typing and filing of Document .
· Receive visitors and transfer of information.
· Preparation of monthly report.

Alibert Int. Nur&Pry School. (NYSC)




2012-2013 2014 

· Preparing of lesson note and extra curriculum activities 

INEC Adhoc staff (Senior Presiding Officer)




October 2012

· Co-coordinating of accreditation.
· Signing of voter’s card.
· Co-ordination of election and collation of results.

Warri Refining & Petrochemical Company (physical stock taking)

2008-2009 

· Identification of items.
· Sorting and documentation of obsolete items.
Warri Refining & Petrochemical Company (Industrial training)

2007-2008

· Preparing of situation report.
· Typing and filling document.
· Receive visitor and transfer of information.
SKILLS AND EXPERIENCE

Administrative Skills.

· Coordinate work flow
· Ability to work independently and use initiative
· Typing letter, reports, memoranda, agendas, minutes and other documents.
· Ability to organise personal work priorities.

· Flexible in working hours

· Exceptional attention to detail and interpersonal skills

· Ability to make travel and accommodation arrangements

Organizational Skills.
· Looking after a petty cash account

· Responsible for diary management

· Strong Presentation and Analytical skills.

Other skills and interest.

	Computer

Certificate in Customer service relations
	Proficient in Microsoft Office applications and Windows Operating Systems, PowerPoint. Efficient with Internet Explorer, Mozilla Firefox etc.

Customer service relationship, quality customer service, customer’s feedback.

	Languages Spoken
	English 

	Interests/Hobbies
	Traveling, Singing and Meeting People

	Strengths
	Excellent oral and written communication skills

Ability to work under pressure, prioritize tasks and meet deadlines

Ability to relate to different people and adapt to new tasks

Ability to work under little or no supervision

Well organised, patient and diplomatic

Efficient, industrious, intelligent, team player, honest, hardworking, goal oriented and detailed


Education

Higher National Degree (HND) Auchi Polytechnic, Auchi. Edo State



2009/2011
National Diploma (ND) Auchi Polytechnic Auchi Edo State




2003/2005
Research Publication

· Sales force management in brewery industry (a case study of Guinness Nigeria Plc, Benin City. Edo State.

· Role of small scale business in the society (a case study of KC pure water, Auchi Edo State.

Referees
Bishop Simeon Okah
General Overseeer,

Flock of Christ Mission

Enehern, Warri Delta State.

08034014163, 08052217269

Mr. Ohileboh .D. Solomon
Modernization Engineer
Huawei Technologies West Africa

08038783413, 08151051282.
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