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To get contact details of this candidate,

Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
 CAREER OBJECTIVES

To secure a position where by hard work, commitment and the talent to acquire new skills will advantage of company.
SKILLS AND QUALIFICATIONS

· Work well under pressure as part of a team

· Well-groomed appearance

· Polite, respectful, and courteous manners

· Responsible, efficient, and flexible

· Ability to work in a fast-paced, intense environment smoothly

· Ability to elicit confidence and build rapport

· Talented in problem solving and office system design

· Competent and reliable professional, committed to top quality work

· Versatile and multi-skilled person

· Resourceful in solving problems and maximizing resources

· Enthusiastic, dependable, self-motivated

· Skilled in handling the public with diplomacy and professionalism

· Excellent hand and eye coordination and a safe work record

· Demonstrated ability to adapt to new equipment & technology
WORKING EXPERIENCE
Position: Cashier





            Duration: 2008 - 2010

Company: Company


Nigeria
Job Description:

• Greet customers as they arrive at the store and provide them with information about products and/or services

• Respond to customers’ complaints and resolve their issues

• Take payment in exchange of items sold

• Bag, box and wrap purchased items

• Identify prices of goods using memory or scanner

• Enter transactions in the cash register and provide customers with the total bill

• Sort and count currency and coins

• Issue receipts and change to customers

• Count money at the end and beginning of each shift

• Process exchanges and refunds

• Ensure that all checkout counters have enough cash

• Process credit card and check payments

• Weigh items and determines prices of the same


Position: SALES REPRESENTATIVE 
Duration: 1 Year
Location: Edo state Nigeria
Responsibilities:

· Work well under pressure as part of a team

· Polite, respectful, and courteous manners

· Responsible, efficient, and flexible

· Ability to work in a fast-paced, intense environment smoothly

· Ability to elicit confidence and build rapport

· Talented in problem solving and office system design

· Competent and reliable professional, committed to top quality work

· Versatile and multi-skilled person

· Resourceful in solving problems and maximizing resources

· Enthusiastic, dependable, self-motivated

· Skilled in handling the public with diplomacy and professionalism

· Excellent hand and eye coordination and a safe work record

· Demonstrated ability to adapt to new equipment & technology

Position: SECRETARY
Duration: 1 Year
Location: Edo state Nigeria
Responsibilities:

· Produces information by transcribing, formatting, inputting, editing, retrieving, copying, and transmitting text, data, and graphics.

· Organizes work by reading and routing correspondence; collecting information; initiating telecommunications.

· Maintains department schedule by maintaining calendars for department personnel; arranging meetings, conferences, teleconferences, and travel.

· Completes requests by greeting customers, in person or on the telephone; answering or referring inquiries.

· Maintains customer confidence and protects operations by keeping information confidential.

· Prepares reports by collecting information.

· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Keeps equipment operational by following manufacturer instructions and established procedures.

EDUCATIONAL BACKGROUND
· Senior school certificate examination (step forward secondary school) 

At Benin City Edo state 1997/2003
· (OND) In accounting Auchi Polytechnic Auchi Edo state  2006-2008

· (HND) In accounting Auchi Polytechnic Auchi Edo state  2010-2012

PERSONAL DATA
Date of Birth

:
21/06/1984

Gender

:
Female

Nationality

:
Nigerian

Visa Status

:
Tourist Visa

Language known
:
English
DECLARATION
I hereby declare that the above furnished information is true and accurate to the best of my knowledge and declare that if I am appointed I will discharge my duties to the entire satisfaction of my superiors.
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