JAMES JOYCE
8, Wuraola Street, Oshodi, Lagos State.
Email: joycejames666@gmail.com
Phone: 08131519010, 081267606663

A recent graduate of office technology and management with basic professional experience, believer in continuous professional development, now seeking opportunities for further development in an environment that is intellectually stimulating, focused on excellence and values individual’s goals and aspirations. 
Key Skills
 • Good grasp of computer and inter personal skills • Good understanding of safety and work ethics. •ability to keep a clear head under pressure with little supervision •Communicate effectively with supervisors and colleagues on various issues • Flexible and readily adaptable to change • Highly innovative with problem-solving abilities.
PROFESSIONAL EXPERIENCE
Gangrace Resources Nig Ltd




March 2017 Till Date

Operation/Logistics

Gracious & More
 




           June 2016 to October 2016
Admin Officer


                     




             Lagos, Nigeria
· Keeping records of daily purchase sales.
· Banking activities.
· Direct & supervise employees.
· Assign employees to specific duties.
· Formulate pricing policies according to profitability requirement.
Onu, Uduma & Associate 




 May 2012 to August 2012
Admin Officer








          Lagos, Nigeria
· Perform basic bookkeeping duties 

· Assist in filling duties 

· Customer care assistant 



Impacto Trading Company 



            February 2011 to May 2012
Cashier


                     




             Lagos, Nigeria
· Managing all cash transactions in the organization 

· Recording of financial transaction 

· Solving all the cash related queries

· Balancing daily account and checking the daily cash balance

· Organizing all the work done and maintain the account records.


NYSC, Umuahia North Local Government
         November 2014 to November 2015
Teacher



                       




 Katsina, Nigeria
· Assisted in training young minds to appreciate technology.
· Community Development Service (FRSC)

· Actively involved in the CDS activities

· Coordinate and collate report of all CDS groups activities 
EDUCATION, PROFESSIONAL TRAININGS ATTENDED
· Delta State Polytechnic, Ozoro, 




                                                2014
Higher National Diploma in Office Technology & Management.
(Upper Credit, GPA 3.26)

B.Eng. Lagos City Polytechnic
National Diploma in Office Technology & Management.

(Upper Credit, GPA 3.16)







       2012

· Shinness Computer Training,Lagos.
Diploma in desktop publishing. 






                     2012
Projects completed: 
Time management strategy required by a secretary for effective job performance in a business organisation.

REFEREES

Available on request
