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+234 805 183 6308, +234 808 419 0062
2b Lawal street, Fadeyi bus stop, Lagos state.

merry0015@yahoo.com, merry00015@gmail.com.
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Bio Data
Gender:



Female.

Date of birth:


15 – 07 – 82
Nationality:


Nigerian.
State of origin:


Delta state
Marital status:


Single.

Religion:


Christian.
Availability:


1 Month notice.
Objectives

To obtain a challenging stimulating and value added career that effectively utilizes acquired skills, training and experience in achieving corporate goals, to become one of the best trained staff on any designated job by aiming at continuous improvement on job performance and having a think-ahead mentality and maintaining a can-do attitude at all times 
.Education


· Kwara State Polytechnic, HND in Business Administration



2013   
· Kwara State Polytechnic, OND in Business Administration


     
2004   
· Oluwaseun Memorial High School Yarabomo Ondo, SSCE



2001
Work Experience

Amazing Kitchen Limited, Lagos

       


 Salary : #130,000    Jan 2015 – Nov 2016
Department: Administration Department.    
  
Position Held: {HR & Admin Consultant}

Job Description:  Recruiting staff, Assisting line managers to understand and implement policies and procedures, Developing policies on issues such as working conditions,  Disciplinary Procedures and Absence Management, Advising on pay and other remuneration issues, undertaking regular salary reviews, Administering Payroll and Maintaining Records Relating to staff, Interpreting and Advising on Employment Legislation, Administrative support on all correspondence and office activities.

FINCHGLOW TRAVELS LTD, Lagos 



Salary: #80,000
        Aug 2013 – Jan 2014
Department: Admin Department 


Position Held: {Human Resources/ Admin Manager}
Job Description:  Recruiting staff, Assisting line managers to understand and implement policies and procedures, Developing policies on issues such as working conditions, Performance Management, Disciplinary Procedures and Absence Management, Advising on pay and other remuneration issues, including promotion and benefits, undertaking regular salary reviews, Administering Payroll and Maintaining Records Relating to staff, Interpreting and Advising on Employment Legislation
AUDIO VISUAL FIRST LIMITED, Lagos 



Salary: #70,000     
2009 – 2011
Department: Admin Department 


Position Held: {P.A / Admin Manager / Client Service}

Job Description:  Liaise between the Client, Staffs and the Manager, Screening, attending meetings and organizing the managers diary, Receiving, Sending of mails, receive calls, transfer calls and attending to customers, Assisting in productions of projects, Doing costing of projects
GARMENT CARE LIMITED, Lagos



Salary: #58,000
2007 - 2008
Department: Admin Department 



Position Held: {P.A / Secretary}
Job Description:  Liaise between the Customer, Staffs and the Manager, Screening and organizing the managers diary, Attending Meetings, Receive calls, transfer calls and attending to customers, Receiving and Sending of mails, Posting of transaction into the computer system, preparing of petty cash accounts and cash book, Lodgment of cash and cheques intakes into various bank accounts.

GARMENT CARE LIMITED, Lagos



Salary: #45,000
2005 - 2007
Department: Customer Care Unit



Position Held: {Customer Care Officer}
Job Description:  Customer care support on all correspondence and office activities, Tagging of garment and following it up, Receiving mails and answering phone calls.

Strength and Competence : - Excellence communication and analytical skills, team player with an eye for efficiency and achievement. A good listener with an open mind for improvement.

Language spoken: - English, Yoruba
Interests: - Meeting People, Travelling, Reading and listening to music.
Skills : - Fast learner with a proactive mentality, Computer literacy, an excellent team player, high level initiative and drive, self motivated, numerical and excellent communication skills with strong ability to make things happen through differentiated approaches
Referees

Mr. I.G Chimkwelu {C.E.O}
       


  Ms Ronke Jogunlo {Prod. Manager}

Amazing Kitchen Limited,


         
                Audio Visual first limited

37, Simpson Street, Ebutte Meta, Lagos.
              

 12b Folusho Alade, Opebi, Lagos 

09091391115



                               0803 300 3463
Mrs Funke Sanyaolu {Account Manager}

Garment Care Limited “Ikeja branch”

23b Isaac John Street Ikeja G.R.A Ikeja, Lagos.
0802 262 9422.
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