ABU NEFISAT
           Hajih's Compound, Behind Mpape plaza, Mpape, Abuja 


     +2347030222020+2348160028216
Abdulmalikmikail646@yahoo.com

OBJECTIVE:
I am willingness to thrive in any challenging Role that am faced with, to fulfill my commitments, respect and Loyal to authorities readiness of the fear of God.

PERSONAL DATA

PERSONAL DETAILS: 
Date of Birth:	            13th march ,1982
Place of Birth		Auchi			
Sex:				Female
Marital Status:		Married
State Of Origin 		Edo
Nationality: 			Nigerian
Local Govt. Area:		Estako west
Religion:			Muslim
Language spoken:		English & Estako

EDUCATIONAL INSTITUTION ATTENDED WITH DATE
EDUCATION:
Auchi Polytechnic, Auchi, Edo State
Higher National Diploma
Secretariats Studies
2005

Auchi Polytechnic
Ordinary national diploma
Secretariats Studies 
(Upper credit)
2002

Solid Base Computer School, kano
Diploma in Computer Studies
2006







[bookmark: _GoBack]WORK EXPERIENCE:
Auchi Microfinance Bank Ltd,                            2008 - 2013
Along Otaru, Auchi
Edo State.
Post Held:                     Secretary

Job Description:
· Keeping Record of Day to Day Activities
· Discipline of Junior where Necessary
· Go Out on Errand

National Orthopaedic Hospital				2006 - 2007                                     
Dala, Kano State
Post Held:		Secretary
Job Description:         

· Keeping Record of Day to Day Activities
· Preparing Documents
· Attending To Customer Request


NNPC Staff School		2003
Warri, Delta State
Post Held:                  Secretary		

Job Description:
· Receiving Customer Request through Calls
· Preparing Documents,
· Assisting in Preparing Payroll for salary 


Summary of Skill:
1. Capability of Communicating message in a Clear, Concise and Result-Oriented manner
1. Skilled in Multi-Tasking and Task Prioritizing
1. Attention to Detail, Creative Thinking and Computer Proficiency

Reference:

Will be provided on Request. 

