10a Modupeola Street, Onipetesi,				Tel: 07030907050 / 09091663553
Ikeja, Lagos                                                                                     Email:  cnwonukwue@gmail.com
[bookmark: _GoBack]Nwonukwue Chiamaka Ada
FLUENTLY SPOKEN LANGUAGE:									
English

Igbo, Yoruba, Hausa (Basic understanding)								

Date of Birth:     25th December, 1987	                                                   State of Origin: Anambra.

Gender: Female					                         Marital Status: Married.								
OBJECTIVE:

To excel in a competitive environment where innovation and dedication is a key quota. Also to become a                                                                                                                                                                                                                                                                                                           seasoned and competent professional with great intellectual resources required for the delivery of value added service.

EXPERIENCE:	
Job Title:        Administrative Assistant (HR & Finance)
                       Procter and Gamble (P&G)                                                                Ikeja, Lagos.
                       2013- till date

Main responsibilities

· Provide administrative support to HR & Finance Team including: preparing meeting agendas on calendars, tracking actions and key dates and organizing events, meeting/workshop logistics  e.g. booking venue and room etc.
· Co-ordinates with Country Human Resources Leaders for the approval of employee’s letter of invitation in order to get timely issuance of their visas.
· Expense report, this is an essential part of my job description. Auditing how the company’s credit card expenses are made by employees in my department with a view to ensure that every penny is receipted as proof.
· Usage of my Purchases application to buy goods or services from approved vendor.
· Receives sorts and checks all travel routes and communicates to travellers to confirm itinerary details e.g. routing destinations, travel dates, financial considerations and other air travel related issues.
· Requests booking arrangements from approved travel agent or airline with respective offers from each. Liaises with external parties such as travel agents or airlines regarding bookings and schedules.

· Computes cost of air travel from each bidder and makes the appropriate decision to select the most economical routing.
· Notifies and keeps travellers informed about the changes related to their itineraries and their air travel arrangements.
· Make Hotel/Venue booking for the Lagos Area teams as delegated by the Line Manager and provide feedback to the person requesting on progress.
· Usage of IT solutions to order for repairs or purchase IT related tools.

Job Title: Reconciliation Officer
 MTN Nigeria                           							 Apapa, Lagos.
 2011 – 2012
Main responsibilities
· Responsible for pulling out the Statement Of Account from Respiratory Account using Agility and Single View Billing System, bring out the expected closing balance and calculate the differentials if any.
· Report any losses, irregularities and/or variances identified during the preparation of the reconciliations.
· Responsible for preparation of GSM and Hyconnect Accounts.
· Recommend corrections for variances.
Job Title: Data Assistant
 MTN Nigeria								            Victoria Island, Lagos.
 2008-2010
Main responsibilities

· Assist in maintaining an updated database in sales including all activities, customers and opportunities with their current status.
· Capture and review any intelligence gathered and proactively communicates this information to marketing.
· Maintain documentation and filling support.
· Handle ad-hoc and administrative work and general clerical duties.

            	
EDUCATION
2015
Soft Forte Systems (NIIT)                                                                                         Lagos
DTP /Microsoft Office

2005
Anambra State University of Science and Technology, Uli,                                     Anambra
B.Sc. Mass Communication

1999
Dora Chinyere Nwankiti Juniorate, Inyishi,                                                               Imo
Senior Secondary School Certificate

1992
Zappa Primary School, Asaba                                                                                 Delta.
First School Leaving Certificate
			
REFEREES												

1 Temitope Adewumi
MTN Nigeria
		08032006782

2 Adaora Ojiakor
Fidelity Bank
08037131695

3 Marian Oyebade
Population Council “USAID”
08156872944
		
