EMEKA NDEFO

24 Bestford Street, Oke-Afa, Lagos

08099862255, 08032319537

emekaondefo@gmail.com

Summary

To align my skills, training and personal goals with the core objectives of the organization with the aim of achieving both short and long term goals and objectives of the organization either as an individual or a team.

Education

Olabisi Onabanjo University
Degree, Graduated June 2008

Business Administration (Second Class Honors)   
   

Government College Ikorodu
High School, Graduated June 1998

West African Senior School Certificate 
Chartered Institute of personnel Management (Chartered) 2015

Graduate of the Nigerian Institute of Management (Chartered) 2010

Proficiency certificate in Management

Nigerian Institute of Management 2010

                           

Employment History

Erisco Foods Limited
Store Supervisor, June 2012 - Present

· Receiving of raw materials and finished goods

· Taking and monitoring of inventories for re-order

· Collating of data and keeping of stock records

· Develop and document standard and emergency operating procedures for receiving, handling, storing, or salvaging products or materials

· Verify inventory computations by comparing them to physical counts of stock, and investigate discrepancies or adjust errors

· Examine and inspect stock items for wear or defects, reporting any damage to supervisors.

Pasfo Nigeria Limited
Administrative Officer, January 2011 - May 2012

· Supervise the work of office and administrative to ensure adherence to quality standards, deadlines, and proper procedures

·  Preparation of quotation for products and services

·  Management and updating of data base

·  Interpret and communicate work procedures and company policies to staff.

·  Responding to inquiries from staffs and customers

·  Maintenance of office equipment.
Hobbies & Interests

Cooking, traveling, reading and playing games (chess)

Professional Skills

	· Communication Skills
	

	· Organization Skills
	

	· Good Team Player
	

	· Computer/Technical Skills
	

	· Analytical Skills
	


Languages

	English
	

	Igbo
	

	Yoruba
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