ALAGHA, DOREEN
PERSONAL DETAILS
· Sex:  Female				
· Date of Birth: June 21, 1986		
· Marital Status: Single.
· State of origin: Bayelsa State
· Local Government Area: Kolokuma/Opokuma
· Nationality: Nigerian
· Languages: English
CONTACT INFORMATION
· Address House 21 GrandView Estate, Mabushi, Abuja.
· Email:     doreenalagha@yahoo.com
· Phone:    +234 803 5503 579
CAREER OBJECTIVE
· To offer the best that will enhance the realization of my organization’s goals and vision, and to develop skills required for maximum input.
PERSONAL FEATURES 
· Strong Communication skills and Interpersonal relationship with integrity and honesty.
· Strong Team Spirit, Attentive to details, Result Oriented and Strong Passion for Success.
· Ability to work effectively and also under pressure. 
· Ability to perform alone with little or no supervision when equipped with the principles and management of any operation.
· Strong Analytical skills
· Computer literate in Computer Appreciation, Word Processing using WordPerfect for Windows (6.1), Ms-Word Write, Spreadsheet Management, Ms-Excel, Dbase Management System, Window Application, Internet Explorer.  
QUALIFICATIONS:
· Bachelor of Business Administration in Human Resources Management      (Second Class Upper Division).
· National Examination Council (NECO).
· Certificate of Excellence in Computer Appreciation and Spreadsheet Management.
· First School Leaving Certificate.
Other Qualifications:
· Basic Certificate Course and Leadership Certificate Course.
· Chartered Project Manager.
· General Health, Safety and Environment, Level 1 (Health and Safety at work).
· General Health, Safety and Environment, Level 2 (Supervising Safely).
· General Health, Safety and Environment, Level 3 (Environmental Awareness)
· Basic First Aid and CPR
· Risk Assessment and Fire Safety.
· Skills Acquisition and Entrepreneurship Training  (Power and Energy)
· Occupational Health and Safety Management.
EDUCATION:
· 2012                 Kwame Nkrumah University of Science and Technology, Ghana.
· 2001	            Community Secondary School Koroma Tai, Rivers State.
· 1998	            Emeraude Computer Training Centre, Port Harcourt, Rivers State.
· 1995                 Army Children Primary School, Diobu Port Harcourt, Rivers State.
                                 Others:
· 2014                 Word of Faith Bible Institutie, Durumi, Abuja.
· 2014                 International Project Management Professionals
· 2013                 British International Safety Organization, UK.
· 2013                 British International Safety Organization, UK.
· 2013                 British International Safety Organization, UK. 
· 2013                 Novelle Center, Nigeria.
· 2013                 Department of Petroleum Resources (DPR).
· 2013                 National Youth Service Corps in Collaboration with PMDC Nig.
· 2013                 Barrytraum Group International Accra, Ghana.
WORK EXPERIENCE:
2015 – to date              Clover Nigeria Limited,
                                      17A Colorado Close, Maitama
                                      Abuja.
                                    
                                      Responsibility (Secretary)
· [bookmark: _GoBack]Filing of documents, Data processing, Preparation of Award of Contract response, Preparing Proposals and LPOs, Recruiting of Staff, Preparation of Staff Pay-roll.                                                                                         

 2013 -2014                    National Youth Service Corp (NYSC)
                                       NNPC Staff School,
			Alesa - Eleme, Eleme,
			Rivers State.

			Responsibility (Admin. Assistant)
· Filing of documents, Data processing, Preparing of memo,                                                                                
                                 Preparing of Staff duty Roster, Dispatching of letters, Distribution of memo, 
                                        Receiving and logging in of School fees, and P.T.A tellers.

2012		             Industrial Training Attachment (IT) 
                                       NNPC Medicals,
			Waterlines House, Port Harcourt,
			Rivers State.

			Responsibility (Human Resource/Admin. Assistant)
· Filing of documents, Receiving and dispatching of documents                                                                                 
                                 Preparing of Staff on-call Roster, Dispatching of letters, Distribution of memo and 
                                       Preparing of Staff Annual Leave advice.


2007 – 2008	             Calton-Rise Limited
			Mbonu Street, D/Line, Port Harcourt 
			Rivers State.

			Responsibility (Ticketing/Reservations Officer)
· Booking and Reservation of clients travel ticket and hotels, Marketing of organization’s tour package.

INTEREST AND ACTIVITIES
· Travelling, Acquiring knowledge, Singing and Dancing. 

PROFESSIONAL BODY 
· International Project Management Professionals.
REFEREES:

Mr. Timi Morowei, 
NNPC Staff School,
Akpajo,
Alesa-Eleme,
Rivers State.
Mobile No: 08036769166

Mr. A.B Aliyu,
Supervisor Human Resource,
N.N.P.C Medicals,
Waterlines House,
Port Harcourt.
Mobile No: 08023796633

Mr. Fintan Mcfinn Ray,
Operations Manager,
Plantgeria Nig. Limited,
Port Harcourt.
Mobile No: 08037401683.
