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PERSONAL SUMMARY�As a fresh graduate with zeal and passion in making impact in the corporate world, I am currently seeking to secure a position as a valued member of your staff that leverages my diverse skills, energy and talent for the attainment of shared goals in your esteem organisation.








WORK EXPERIENCE


NATIONAL SERVICE PERSONNEL�
�
GHANA AUDIT SERVICE                                                                                                           Sept 2014 


KUMASI





Duties:


Receiving and registering of letters


Dispatching of letters


Management of files and notice board


Assisting in compiling Audit related reports


�
�
�
�
ADMINISTRATIVE ASSISTANT�
�
JETSET LOGISTICS LTD.                                                                                                           Jun 2014 – Aug 2014      


KUMASI �
�
�
�
Duties:


Receiving letters and waybills


Preparing waybills


Keeping files and entering records (Microsoft Excel)


Assisting in all administrative duties


H. R. INTERN�
�
ADM COCOA GH LTD                                                                                                            Sept 2013 –Dec 2013�
�
KUMASI


�
�
Duties:�
�
Filing and keeping filed�
�
Assisting in recruitment processes�
�
Assisting in organizing and preparing for training programs�
�
Recording and entering Data (Microsoft Excel)�
�
Scanning, Photocopying and Printing of materials and documents�
�
Assisting in general administrative duties�
�












EDUCATION 


UNIVERSITY OF EDUCATION, WINNEBA�
�
2010 - 2014�
�
Bachelor Of Business Administration (Human Resources)�
�



T. I. AHMADIYYA SENIOR HIGH SCHOOL�
�
2006-2009�
�
WASSCE �
�






SKILLS AND COMPETENCIES


 Use of Microsoft Office�
Initiative


Confidentiality�
Adaptability


Team Work spirit�
�
Internet


Good Numeracy Skills�
Good Communication Skills


�
Good Problem solving skills�
�












