Nzekwue Charles Ogechukwu

Address: 45, Obayan Street, Akoka, Yaba, Lagos State

(Mobile): 08039189823, 08122133904

Email:  charlesnzekwue89@gmail.com


Professional Profile

Responsible administrative support professional with extensive 5 years track record in administrative and operational needs. Proactive and organized professional well-versed in documentation, compliance and inventory control.

Career Objective

To work in a stimulating, challenging and career progressive organization and put to use the wealth of experiences acquired over the years to improve the fortune of the organization by bringing it to the forefront among others.


Personal Information
	
Sex:
	Male

	Date of Birth:
	24th June, 1989

	Marital Status:
	Single

	State of Origin:
	Delta state



Education

2011-2016: University of Lagos - B.Sc. Business Administration (Second class: Upper Division) 
2007-2009: Ahmadu Bello University - Diploma in Banking (Credit) 
1999-2005: St. Finbarr’s College, Yaba Lagos (Senior School Leaving Certificate)

Relevant Experience

Data Organization
· Improved office organization by compiling quarterly budget reports, financial spreadsheets, organizational charts and company data reports using advanced Microsoft Excel functions.
Customer Service
· Improved Handled customers effectively by identifying needs, quickly gaining trust, approaching complex situations and resolving problems to maximize efficiency.
Administration
· Performed administration tasks such as filing, developing spreadsheets, photocopying collateral and scanning documents for inter-departmental use.
Payroll Assistance
· Assisted with payroll preparation and entered data into cumulative payroll document.
Work Experience

Litreck Inspection Limited, Ikeja, Lagos -	November 2016 – February 2017

Administrative / Data Support Officer:

· Maintained detailed administrative and procedural processes to improve accuracy and efficiency.
· Capture data meticulously from the final documents. i.e. Combined Certificate of value (CCVO), Bill of Lading (B/L) and any other attached documents to generate the Internal Finding Report (IFR)
· Updated departmental standard operating procedures and database to accurately reflect the current practices.
· Communicated with clients via phone, email and in person to obtain payments on outstanding accounts or accounts requiring deductibles or co-pays.
· Provide regular feedback on QMS status.
· Calculation and evaluation of the Form M and other related Final Documents (CCVO, Final Invoice)
· Set up new files and assigned tracking numbers.
· Successfully established effective systems for record retention by creating database for daily correspondence tracking.
· Contacted providers to discuss status of rebilling and reimbursement process to ensure account resolution.
· Created databases and spreadsheets to improve inventory management and reporting accuracy
· Developed and created a more effective filing system to accelerate paperwork processing.
· Verified that information in the computer system was up-to-date and accurate.
· Profile generation for all Form M by completing the applicable computer module with the required information as indicated in the source documents


Technobrand Services, Ikoyi, Lagos -	January 2011 – October 2016

Administrative Officer:

· Identifying, establishing and maintaining business relationships with potential customers.
· Verify resubmitted files to confirm that required amendment/correction has been effected
· Generating business by conducting market research to identify trends for future business opportunities.
· Invoicing, cash handling and banking.
· Maintain database of client transactions and account activities using Microsoft excel.
· Manage project team activities
· Provided customer service assistance to clients over the phone and via written correspondence.
· Assist with proposals bids and liaising with external clients.
· Check for all Final Document received from Authorized Dealer Banks
· Appropriately and correctly entering of required data to ensure data integrity.
· Providing simple I.T support to other staffs.

Technical Duties (Web Developer):
· Managing and supporting the delivery of project resources.
· Website development and redesign for new and existing.
· Web master/ web admin duties for client’s online assets
· Social media set up and management of clients’ accounts.
· Liaising with external contractors and clients to ensure effective project execution.
· Providing simple it support to clients remotely and onsite.

Qualification
	
	

	· Effective communication 
· Computer proficiency
· Service-minded
· Proficient in Microsoft Office
· Time management ability
· Spreadsheet management
· Honest and good negotiation skills
· Database skills

	· Motivational leadership style
· Team player and Problem solving
· Ability to multi-task
· Ability to prioritize
· Self-directed
· Proficient in advance excel
· [bookmark: _GoBack]Organisation skills
· Highly analytical



Computer Literacy
	
	

	· Windows
· Microsoft Excel
· Internet
· Outlook Email Client
· Microsoft Word
	· IBM SPSS
· QuickBooks Accountants
· Microsoft Power Point
· Python Programming
· Microsoft Access


References

Available on request
