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PERSONAL INFORMATION:
Name
 Jasmine 
Date of Birth
3rd September 1992
E-mail
jasmine.198780@2freemail.com 
CAREER OBJECTIVE:
Dynamic, smart, bilingual in English and French, with a sound professional background, good knowledge of Administration, and Customer service management, is seeking to work in any collaborative, educative and challenging environment.
ABILITIES:

Calendar management, prioritizing, resolving conflicts, scheduling and rescheduling meetings, Maintain database of various information, minutes, invoices, reports and managing records. Prioritize and multi-task and Perform administrative tasks.
SKILLS:

· Able to prepare reports and organize all documents properly for the smooth running of the institution.
· Able and willing to learn and follow instructions
· Have good telephone etiquette and can also take and relay messages and calls.
· Able to deliver quality customer service at all times as well as develop positive relationships with actual and prospective clients.
· Possess written, verbal and presentation skills in English and French language.
· organized, analytical and can properly manage time
· Have a pleasant personality and I am focused and result oriented.
PROFESSIONAL TRAINING:

COURSES

IATA FOUNDATION IN TRAVEL AND TOURISM

AMADEUS ALTEA DEPARTURE CONTROL CUSTOMER
MANAGEMENT

INTERNSHIP

Attestation of computer training in Microsoft (word, excel, publisher, power point etc)



	INSTITUTION
	YEAR
	

	SHARAF AVIATION SERVICES ACADEMY,
	2017 - 2018
	

	
	
	

	UAE
	
	

	
	
	

	SHARJAH INTERNATIONAL AIRPORT,
	2018
	

	UAE
	
	

	PRESBYTERIAN CHURCH IN CAMEROON
	2016
	

	IT CENTRE
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PROFESSIONAL EXPERIENCE:

Worked at Aigle voyage travel agency Yaoundé Cameroon 2016 - 2017 Duties:Reserving hotels and cars for customers
· Receiving customers at front desk
· Taking down customer‘s request and enquiries.
Worked with WHO, Reach out Cameroon and Plan International, from 2015-2016
Position: Supervisor
Duties:
· S u p e r v i s e the door to door sensitization campaign against malaria.
· Active participation in the distribution of Long Lasting Insecticide Nets (LLINs) in Africa (Cameroon) for the fight against malaria as well as vaccination against yellow fever.
· A s s i s t the Chief of Centre in filling report forms.
EDUCATIONAL INTERNSHIPS

· I did an internship at the CBS radio station in Buea for four months; Sept – Dec,2012 we carried out news to reporting in shifts, and also hosted some kids programs during weekends. I assisted in presenting radio spots.
· Took another internship with The Post Newspaper in Buea, around same time Sept-Dec of 2013 and had some stories published.

EDUCATIONAL ACHIEVEMENTS:

	YEAR
	SCHOOL
	
	CERTIFICATE ACHIEVED.
	

	2011
	UNIVERSITY OF BUEA, CAMEROON.
	BSc in JOURNALISM AND MASS
	

	
	
	COMMUNICATION
	

	
	
	
	
	

	
	BUEA
	
	
	

	
	
	
	
	



Punctual,OTHERSKILLSloyaland/ dedicatedLANGUAGEwithPROFFICIENCY:apositiveattitude, Ability to follow written and verbal instruction and

	COMPUTER LITERATE in:
	
	

	directions
	
	
	Microsoft word, excel, Internet
	

	ENGLISH
	
	
	
	

	FRENCH
	:
	Speak and Write English excellently.
	

	
	
	Speak and Write French excellently.
	



REFERENCES PROVIDED UPON REQUEST
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