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Highly skilled and industrious secretary with a demonstrated ability to perform and deliver the best customer services independently as well as in a team. Tested skills in prioritizing and finishing multiple tasks in time and in a highly organized manner. Able to grasp new concepts, take initiative and well versed in coordinating activities.
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K e y  C o m p e t e n c i e s

· Great customer service with effective written and verbal communication skills in English 
· “Can do” attitude with proven ability to deliver the best results 
· Professional demeanor 
· Analytical and logical approach towards problem solving 
· Ability to work in a fast-paced environment 
· Profound ability to perform manual labor. 
· Strong ability to handle the staff and work pressure. 
· Takes a comprehensive approach to every task 
· Highly dependable, punctual and efficient 
· Able to represent a company with a professional appearance and manner 

E m p l o y m e n t  H i s t o r y

Company: ADONAY ABEBE METAL, WOOD & ALUMINUM WORKS, Asmara – Eritrea.
Position: Secretary & Store Manager Assistant Duration: June 2010 – Feb 2014
Company: CENTRAL ZONE REGIONAL ADMINISTRATION, Asmara – Eritrea. Position: Secretary
Duration:  Apr 2014 – Nov 2015
Duties and responsibility:

Work with customers with the most cheerful and pleasant disposition. Welcomes visitors by greeting them in person.

Maintains continuity among work teams by documenting and communicating. Directs visitors by maintaining employee and department directories.

Take and relay messages

Deal with queries from the public and customers

Ensures knowledge of staff movements in and out of organization Maintaining a document register on all projects in an orderly manner Maintain a well-organized office by utilizing multiple office tools and skills


Major Achievements
· Increased efficiency through building positive customer relations thus ensuring word-of-mouth marketing and recurring business 
· Reorganized the customer feedback process thereby engendering constant feedback from customers to help make the system better 

E d u c a t i o n a l  A t t a i n m e n t

Certificate in Material Management

Diploma in Graphics

High School Graduate

Computer Application and Internet Browsing

Language


· E n g l i s h 
· A r a b i c 
· A m h a r i c 


F l u e n t B a s i c N a t i v e


P e r s o n a l  D a t a

	Citizenship
	:
	Eritrean

	
	
	

	Gender
	:
	Female

	Date of Birth
	:
	09 July. 1989

	Marital Status
	:
	Single

	Visa Status
	:
	Tourist Visa

	
	
	

	Hobbies
	
	

	
	
	


· Reading Books 
· Travelling 
· Socializing 

Declaration

I hereby declare that the information furnished above is true and correct to the best of my knowledge.

