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CAREER OBJECTIVE
To contribute qualitatively while developing skills, increasing proficiency and acquiring best practices in delivering service with excellence and values to clients.
PROFILE
I am a graduate of Economics, with Post Graduate Diploma in Financial Management, Masters in Business Administration (MBA Human Resources Management) University of Port Harcourt and National Open University of Nigeria respectively. I have good knowledge in Basic Computing. I am amiable, innovative and able to contribute immensely to the growth of any organization I work with. I am adaptable to any environment.

Areas of strength include:

· Documentation and writing  
· Communication and Facilitation

· Decision making and problem solving

· Assertive/ Adaptable

EDUCATION

Masters in Business Administration (MBA) Human Resources Management (2017)  – National Open University of Nigeria 
Post Graduate Diploma in Financial Management (January 2015)  -  National Open University of  Nigeria.

B.Sc. Economics (2007/2008 Session)  - University of Port Harcourt, Choba Port Harcourt Rivers State Nigeria.

GCE O/Level and SSCE (1994 and 2002) - Government Secondary School Ogbo Ahoada East  L.G.A, Rivers State, Nigeria.

FSLC (1990 Session) -Community Primary School, Rumuobiokani, Port Harcourt, Rivers State,  Nigeria.
WORK EXPERIENCE

· DIOCESE OF EVO, ANGLICAN COMMUNION - (JAN. 2010 – TILL DATE) AS:

Accounts Clerk and Secretary. 
JOB RESPONSIBILITY AS FOLLOWS:
· Documentation of daily administrative activities

· To receive/pay out, record and issue receipts including bank lodgment of all monies paid to the church.

· Disbursement of staff monthly salaries, allowances, and other work related payments.  

· To render Monthly account of incomes and expenditures.
· SHELL PETROLEUM DEVELOPMENT COMPANY NIG. LTD. (SPDC) (INDUSTRIAL TRAINEE).   (Admin. Section of Transport Maintenance Department).  OCTOBER 1999 - MARCH 2000.    (6 Months)
With SPDC on Industrial Training (IT).
JOB RESPONSIBILITY AS FOLLOWS:-

· Database Computation

· Documentation of daily administrative activities

· As Confidential Secretary to SSE Managers   (Relieve Duties).
· FLUID SYSTEMS NIGERIA LTD  -   2007- 2009    (2 Years)

· With Fluid Systems as Secretary.
NATIONAL YOUTH SERVICE CORPS

EXEMPTION CERTIFICATE 2009
 -
NYSC/CMD/LT.NO: 2009/6005485. 

CERTIFICATE NO.:


-
119562
TRAINING & CERTIFICATION

· CERTIFICATE IN OFFICE TECHNOLOGY & MANAGEMENT COURSE FOR SECRETARIES & PERSONAL ASSISTANTS  -
INDUSTRIAL TRAINING FUND (ITF)    -  MAY  2012

· CERTIFICATE IN ADVANCED HEALTH SAFETY ENVIRONMENT (HSE) COURSE – MAY 2011
· CERTIFICATE IN OFFICE MANAGEMENT -   NIIT  (NDDC SPONSORED)- 2003-2005 -  (9 Months).
ATTRIBUTES: 
Administrative Competence.

Good Computer Literate.  
Good communication and  writing skills.

Ability to work with little or no supervision.
Result Oriented.
Team Player.

People Management and Conflict Resolution Skills.
Ability to work in any weather.

PERSONAL DATA:

Date of Birth:

13th October, 1981.
Nationality:

Nigerian.

State of Origin:
Rivers State.

L.G.A:

Ahoada East Local Government Area.
Sex:


Female

Marital Status:
Single
REFEREES:

1. Barr. Anderson Awashi

#27 Rumuagholu Road Off Rumuokoro

Port Harcourt     
08030972515

2. Mr. Prince Echi 
Rivers State Ministry of Lands and Housing
08036697639
 3.   Prince Vincent Ashirim
              Director,


              Vintex Freight Ltd.
  08037081894.
I declare that the information above stated is true of me.

Eke Chimeiyuma Kingdom

Eke Chimeiyuma Kingdom





Home Address: Road 15, Flat 4B Federal Housing Estate Woji, Port Harcourt, Rivers State Nigeria.


Phone: +234 803 6895 535, +234 818 2355 755. 


E-mail: � HYPERLINK "mailto:chimeeke2009@yahoo.com" �chimeeke2009@yahoo.com� 











