OTUYA NKEM RHEMA
No 1, Akerele Close off Social Club Road, Abule-Egba, Lagos State.
Tel. 08165606753
E-mail; nkem.rhema@yahoo.com

PERSONAL DATA                                                           
Date of birth                                                  20th July, 1989 
Place of Birth                                                 Delta State                                                                                       
Sex                                                                  Female
Marital status                                                  Single
State of Origin                                                Delta
Local Government Area                                 Ndokwa -West
Language Spoken                                           English, Yoruba & Ukwanni
CAREER OBJECTIVE; 
With a passionate drive towards the attainment of excellence through  disciplined and skilled professional working as a team player with a focus to invest positively to the organisation.
EDUCATION
· Federal University of Agriculture, Abeokuta, Ogun State.                               2009-2014
· Fundamental Secondary School, Kwale, Delta State                                          1999-2005
· Ability Children School, Idi-Mongoro, Agege, Lagos State                               1994-1999
CERTIFICATE OBTAINED
· Certificate of Service (NYSC).                                                                      2016
· B. Agric. (Hons) Agricultural Administration                                               2014
· GCE O’LEVEL                                                                                             2007
· First School Leaving Certificate                                                                    1999

ADDITIONAL CERTIFICATION
· Associate Member,
 Institute of Professional Entrepreneur and Strategic Administrators of Nigeria, 2015                                                                                      
· Nigerian Institute of Management(Chartered);                                                 2016
Proficiency Certificate in Management
Graduate Membership Certificate

EMPLOYMENT HISTORY
· FEEDS CIRCLE NIGERIA LIMITED      2016-till date
· Position: Administrative Assistance
· Duties
· Rcieving and directing of visitors
· Maintaining of company's files
· Preparing venue for meetings and seminars
· Preparing meeting agenda
· Taking minutes in the meeting
· Welcoming and directing of clients
· Taking and entering stock inventory of the company
· Recieving and depositing of cash
· Performing customer care functions
· Maintaining office records, filing and references
· 
· KANO UNIVERSITY OF SCIENCE AND TECHNOLOGY (KUST), Wudil, Kano State.
· Faculty of Agriculture and Agricultural Technology.                                                        2015-2016
Position: Administrative Assistance
Duties
Receiving of incoming visitors
Setting up and maintaining filing system
Answering and managing incoming calls
Greeting visitors and determing whether they should be given access to specific individuals.
Transfer or intake of messages, managing in & out faxing, letters & SMS
Maintaining of departmental records and filing
Opening, entering and maintaining of students files
Performing other related duties as asigned

COBFAS, Iwoye-ketu, Ogun State      2012-2013.
Position: I.T Trainee
Duties
Daily record keeping
Planting and maintaining of maize and cassava farm
Management of vegetable beds
Poultry management (broilers)
Fishery management
Marketing and sales of farm produce

INTEREST
Meeting people
Reading 
Travelling
STRENGTH
· Good interpersonal Skills 
· Ability to work effectively in a team.
· Good Oral and Written Communication Skills
· Self-motivated and target Oriented
· Ability to work with minimum or without supervision
· Ability to multi-task
· Quick learner
· Ms Office proficiency
REFEREES                                                                    
Mr. Richard Enyabine                                                   
Managing Partner
Richard Enyabine and Associates                       
08023860248                                                                  
Dr. (Mrs.) O.E Fapojuwo                                                                             
Lecturer
Federal University of Agriculture, Abeokuta,
 Ogun State.                                                                           
 08062403148
Prof. M.T. Ajayi
Lecturer
Federal University of Agriculture, Abeokuta
Ogun State.
07030126840

.

