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PERSONAL DETAILS

	Date of Birth 
	September 28, 1986

	Sex                                                
	Female

	Marital Status
	Single

	Nationality
	Nigerian

	
	

	
	

	
	

	EDUCATION

	· 20.00-08.11 - United States International University, Nairobi Kenya  
Bachelor Of International Business Administration-Management   
· 20.00-06.05 - Arhavwarien Grammar School Ughelli, Delta State, Nigeria     
National Examination Council (NECO) Certificate

	SUMMARY OF PROFESSIONAL EXPERIENCES AND SKILLS

	· Over  three  (3) Years of work experience in Secretary Administrative work and Business Analyst  

· Possess excellent  management and communication skills relevant in the areas of Secretary Administrational Background  and Commercial proposals, Project Management, Planning and Controls,  Procurement,  Supply Chain Management

· Self motivated team player with excellent organization and communication skills

· Able to multi-task and meet deadlines within fast paced multicultural environment

· Competence in Quality, Health, Safety and Environment Management

Excellent skills in statistics analysis and presentation of data to different audiences

	RELEVANT WORK EXPERIENCE

	07/2014 - Present    Marketing Executive, First City Monument Bank PL
· Leading marketing team during product awareness campaigns

· Keeping records of clients’ records and analyzing customer trends to determine target potential clients
· Preparing reports on marketing activities for Head of Department

· Making Logistics arrangement including cost estimates for marketing activities

· Guiding customers through out the account opening process and keeping them informed in any changes in the status

11.2011-11.2012  Administrative Assistant, National Youth Services Corps
· Assisting the Local Government Chairman In public meetings.

· Inter facing with International organisations for developmental projects. Document control and spearheading local community developmental Projects.

· Analyse business expenses 

· Manages The Flow Of Visitors Or Employees 
08/2009-12/2010    Assistant IT coordinator , C3 Media & Production, Abuja, Nigeria

· Maintain communication with clients and through e- mails and phone calls.

· Organise and maintain documentation, developing new documents when required 

· Manage hard copies of documents and the electronic filing system
· Handle and routes mails and operates a variety of office machines such as video conferencing equipment.

· Handles invoices and forward to accounting department

· Project, tracking and reviewing the budget
Personal Assistant, Pally 07/ 2002-Integrated Company Limited, Ughelli, Delta State

· Performed various highly confidential executive support tasks.

· Receive payment by cash, and cheques

· Making sure the various appointments and meetings on the schedule are kept.

· Ensure inventory is stocked and purchase order can be fulfilled
· Keep track of inventory
Others Experiences

· 01 2010-Volunteer, Kenya National Archives, Nairobi, Kenya

· Actively participated as a Volunteer within the organization.

· Assisted the organization in preparing, restructuring and paginating files for digitization.

· Coordinated activities and served as Tour Guide for students as well as tourists.

· 2010-2011-Part time Events Coordinator & Secretary of Entertainment committee

· United State Int’l University  Nairobi, Kenya

· Coordinated various outreach events for students 

· Organized various school trips.

	LANGUAGE & COMPUTER SKILLS

	· English Language -   Native Level
· Swahili Language – Basic Level
· Proficient in MS Office Suite (Word, Excel, Access, Project & Power Point)

· Familiar with Windows OS, Web Design, computer applications and Internet search

· Type quickly and accurately and also skilled in customer service

	EXTRACURRICULAR ACTIVITIES & INTERESTS

	· Reading, interest in world politics, Travelling and discovery of new things
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