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Date of Birth    :        01/09/1981
Languages         :        English 
VISA STATUS   :  TOURIST VISA 
Nationality  :           CAMEROONIAN
PERSONAL OBJECTIVE
Having 12 years’ experience in Secretarial Duties with typing speed of about 80 words per minute a good customer relationship and loyalty, work with a highly reputable company and obtain good adequate training, indicatively motivated skills with an ability to carry out administrative task effectively, teach and maintain company SOP.(Standard Operational Procedure)    Flexible in administrative tasks and focus on achieving target and goals. 

PROFESSONAL QUALIFICATION
2007 - 2008     :Technical Teachers’ Grade One Certificate in Secretarial Studies

(GTTTC) Mbengwi
2002 - 2003   :      Certificate in Data Processing, Paul’s Computer Institute MankonBd’da
2000 –2002  :       G.C.E Advance Level, General Certificate of Education in Secretarial 

Studies- PCHSMankonBd’a

1995 - 2000  :       G.C.E Ordinary Level, General Certificate of Education in Secretarial 
Studies-PCHSMankonBd’a
PROFESSIONAL EXPEREINCE:
YEARS  POSITION  ORGANIZATION
2003 - 2007SECRETARYFaith Documentation B’da Cameroon

In charge of typing documents, photocopying of documents designing of cards such as invitation cards, birthday and wedding cards, laminating or plastification of documents, spiral binding of books etc.
2009-2014SECRETARYDivisional Delegation of Secondary Education 

Boyo- Cameroon
Register incoming and outgoing mails. Channel the incoming mails to the right quarters, typing of company documents, receive visitors, take down meeting minutes, typing of Beginning and End of Year Reports and cleaning the office.
2014 - 2015TEACHER (SECRETARIAL DUTIES)GOVERNMENT TECHNICAL 
HIGH SCHOOL (GTHS) Bamenda - CAMEROON

Responsible for teaching students Office Practice, Office Automation (Computer Science), Commercial Correspondence and Organization of Administrative Work.
ANALYSIS OF PROFESSIONAL EXPERIENCE:
ABILITY TO:
Ability to work under pressure, very fast in typing, flexible in carryout administrative work.
Computer Skills:
Microsoft Word,Excel, Access, Power Point and PageMaker.
HOBIES:  Reading and Writing.
