UDEMBA OGECHUKWU CHINELO
07032773694, 08189533830
 N0 9 Stream Road, by Okporo Road, Eliowhani, Port-Harcourt, Rivers State
Oge.udemba@yahoo.com, ogeudemba26@gmail.com

BIO-DATA:
Sex:				Female
Date of Birth:		22nd May, 1986
Place of Birth: 		Lagos State	
State of Origin:		Anambra State
L.G.A:			Nnewi North
Nationality:	  		Nigerian
Marital Status: 		Single
OBJECTIVE:
Seeking for the challenging position as a administrative secretary in the administrative field with opportunity for professional career growth.

INSTITUTIONS ATTENDED WITH DATE:
Auchi Polytechnic, Auchi	(2010 - 2012)
Higher National Diploma in Office Technology and Management
[Upper Credit]
Auchi Polytechnic, Auchi	(2007-2009)                  
National Diploma in Office Technology and Management
[Upper Credit]
Kele Institute of Computer Studies and Technologies		(2006)
Certificate of Proficiency:			  
Desktop Publishing, Internet Operations, Spreadsheet, Word Processing


[bookmark: _GoBack]Ajeromi Ifelodun High School, Olodi Apapa, Lagos State      	
(1998-2003)
S.S.C.E (Senior School Certificate Examination)

EXPERIENCE:
Chief J.W. Ellah Sons & Co. Nigeria Limited (Administrative Secretary)
(2016 – 2017) 
17 Forces Avenue, Old G.R.A, Port Harcourt, Rivers State

Responsibilities: 
a) Maintaining office records
b) Organizing and placing orders for the requirements of office supplies
c) Setting up interview for recruitment more people
d) Relaying message and answering telephone
e) Coordinating meetings, etc.

Winners Bookmakers Nigeria Limited (Secretary) 
(2014-2015)
169/174 Aba Road, by Waterlines Bus-Stop, Port-Harcourt, Rivers State

Responsibilities: 
a) Ensuring the smooth running of day-to-day activities in the office
b) Managing and handling of files
c) Handling enquiries from the public in person, by telephone or email
d) Dealing with complaints
e) Updating computerized and paper-based records
f) Typing, filing, photocopying and other administrative tasks.

NYSC (National Youth Service Corp) 	 
(2013 – 2014)
Community Secondary School, Osiakpu, Onelga L.G.A
Rivers State



Students' Industrial Training (Teller) 			                
(2010 – 2011)
Intercontinental Bank Plc,
Ibafon Branch, Apapa-Oshodi Expressway, Lagos State

Responsibilities:
a) Receiving of cash from customers
b) Daily balancing of cash and scroll register
c) Coordinating of cash to paying tellers
d) Daily merging of pieces and balancing of tills
e) Daily merging and balancing vault – in
f) Monitoring and balancing g of boxed cash register.

Rolandhill & Co. Chemical Company 
(Secretary)		 
(2003 – 2005)
7/8 Alhaji kareem, Sunrise Bus-stop, Lagos

SKILLS:
Effective Communication, Good Interpersonal skills, Effective Decision making, Ability to work with minimum supervision and Under Pressure, Analytical mind, Fast Learner.
LANGUAGES:         
English, Yoruba and Igbo
REFEREE:	         
Available on request



3

