
PALA EMUEJEVOKE MAURICE-COKER
Chika beside Ecwa Church, Airport Road, Abuja,
Nigeria.
Phone Number: 08130957211/09035541000
Email:mauricecokerpala@gmail.com


PROFILE
[bookmark: _GoBack]Detailed oriented professional with about 6 years’ experience as a front desk, confidential secretary, personal assistant, supervisor, administrative clerk, office clerk in the business sector. A highly motivated graduate looking to improve his career in the business building skills with a reputable company. Possessing enthusiasm, drive and positive attitude required to be successful in a sales, human development, administrative and marketing environments. I will be of great value to your firm if am giving this rare opportunity.

WORK STRENGTH
Ability to work and learn independently, flexible in Approach with organizational and communication skill, analytical ability and strong problem-solving skills

OBJECTIVES
To work with existing staff and facilities contributing the best of my ability and quota so as to improve organizational objectives and achieve managerial goals and targets.

BIOGRAPHICAL DATA.
Date Of Birth 			January, 3rd1994
State Of Origin:			Delta 
Nationality:				Nigerian
Sex:					Male
Marital Status:			Single


EDUCATIONAL QUALIFICATION WITH DATES.


2009-2010	-	Delta State University, Abraka, Delta State
			 (OND, Business Education – Credit)

2004-2008	-	Community Secondary School, Ayakoro, Bayelsa State
			(Senior Secondary School Certificate)
	
2000-2004	-	College of Commerce, Warri, Delta State
			(Junior School Certificate)

2001			Aunty Mercy Blessed School, Warri, Delta State
			(Primary School Leaving Certificate)


SHORT PROFESSIONAL COURSES AND CERTIFICATION

2014		-	Concept Computers(A subsidiary of Jeff Education Centre)
			Abraka, Delta State Nigeria.

2009		-	Association of Business Educators of Nigeria (ABEN)
			Delta State Chapter, Certificate of participation





WORK EXPERIENCE
2014-2017 	- 	Govics Oil Nigeria Ltd, Benin City Edo State 
			Position: Confidential Secretary/Supervisor
Duties: 
i. Carrying out specially assigned task, providing secretarial and administrative responsibilities in the office. 
ii. Taking of minutes, transcribes legal documents and also types confidential reports, advertisements and contacts .
iii. Handling confidential calls and compose letters which requires official signatures.
iv. Making travels arrangements for the chairman/company chief executives officer and manages her schedule and also communicates to other parties on behalf of his employers through emails, letter and telephones.

2013-2014 	-	MBOFES Nig Ltd, Warri, Delta State
			Position: Administrative Assistant/Clerk
			Duties:
i. Handle office expenditure within the budgetary limits, preparing and verifying accounts receivable and accounts payable, and assist account department in accounting functions.
ii. Maintaining stationery, office equipment, inventories and handling and organizing office filing systems effectively.
iii. Assisting and supporting administrative staffs and also assisting administrative manager in handling administrative operations.
iv. Greeting and welcoming of clients, visitors and also resolving their inquiries.

2010-2013		Delta state university Investment Limited, Abraka, Delta State
			Position: Office Clerk
			Duties:
i. Assisting the office in filing duties and perform basic bookkeeping duties.
ii. Compiling financial records Rerouting calls to appropriate quarters. 
iii. Answering inquiries about company, insert bills in mailing and envelopes.
iv. Operating office machines like personal computers, scanners, photocopiers etc, retrieving files for personnel.

2006-2009	-	Pioneer Adult Educational Centre, Amassoma, Bayelsa State.
			Position: Class Instructor
			Duties:
i. Teaches students aids to spelling, reading and writing
ii. Closely observe students behavior, encourage and motivate them to overcome the psychological phenomenon of fear giving them reason to see the task of reading, speaking and writing as easy.
iii. Conduct group pictorial lessons and quiz to evaluate their improvement over time.



TECHNICAL SKILLS
Proficiency in computer usage, excellent numeracy skills, proven sales, negotiation and managerial skill, confident outlook, good listener, able to work as a team/individually, high energy level, adaptable to new situation, strong problem solving skill and result driven.

COMPUTER PROFICIENCY
Microsoft word, publisher etc and Internet Application

HOBBIES
Reading, meeting people, travelling, surfing the internet for updates, analytical thinking i.e. providing good insight, research findings. 
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