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professional summary
Highly organized and detail-oriented Secretary with more than 2 year experience supplying thorough, organized administrative support to more than 3 senior executives. Dedicated to multiplying employer's success, willing to work in an environment that offers challenges and an opportunity for gro

skills

· Microsoft Office Suites, ( Word, Excel & Outlook )
· Sustainability, Management, Leadership and Administrative skills
· Excellent communication skills
· Articulate and well-spoken
· Customer service-oriented
· High level of integrity and diligent 
· Works well under pressure, Paying attention to detail and a good team player 
· Administrative support specialist
· Filing and data archiving
Professional phone etiquette 
· Articulate and well-spoken
· Excellent planner and coordinator

Education
University of Calabar	Cross River
Diploma in Secretariat Studies	2010
Supreme High School	Benin City
West African Secondary School certificate Examination (WAEC)      	2008

Experience
Rawicam Investment Limited,	Abuja
Secretary & Administration	2016 – 2017 (Feb)
· Assisted with event planning, including associated travel and logistical arrangements.
· Completed data entry, tracked resumes and maintained the applicant tracking system.
· Compiled company information and related material and distributed it to candidates.
· Assisted senior recruiting staff with career fairs and recruiting events.
· Served as corporate liaison between the finance, IT and marketing departments.

New Partnership for Africa’s Development (NEPAD)  Abuja
Administration & Finances  2015 - 2016
· Directed guests and routed deliveries and courier services.
· Managed office supplies, vendors, organization and upkeep.
· Opened and properly distributed incoming mail.
· Helped distribute employee notices and mail around the office.
· Maintained a clean reception area, including lounge and associated areas.
· Organized all new hire, security and temporary paperwork.

 hobbies
· Meeting people
· Reading 
· Travelling 
· Singing
referee
Dr. Mrs., Jennifer Onunka
Abia State, University
08067260673
Engr. Musa Chiwar
Rawicam Investment Limited, Abuja 
08023565319.  
Miss, Eze Abigail Odilamma 
Fidelity Bank Calabar 
08130916316

