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  Deira Dubai UAE
Nationality

:
Cameroon
Date of Birth

:
19/01/1988
Sex


:
female
Marital Status

:
Single

Visa Status

:
Long Term Visit Visa
Language Spoken
:
English, French

POSITION:    SECRETARY
Objectives

To obtain a challenging career and personal responsible position in and esteemed and professionally managed organization and take up challenging task which shall yield benefits of jobs satisfaction and paced professional growth.
                                      Work Experience
Company:
GULF FOID UNDUSTRIEL LTD - DUOALA -CAMEROON  
Duration   :
 2013–2014 
 Position    :
SECRETARY AND ASSISTANT TO HUMAN RESOURCE MANAGER
                      RESPONSIBILITY: 
· Typing of documents, classifications of documents
· Communicaton internal and external using internet and tellephones 
· Recording of daily financial transactions of the company
· Preparation of the proforma invoice and invoices for customers
· Assisiting the human resources manager in her absence
· Arranging travel and accomodation

· Organising office activities and events

· Maintaining archives

· Routine administration work

· Preparing drafts
OTHER WORKING EXPERIENCE
Company:   INTERLLIGENTIA NETWORKS  – CAMEROON) 
Duration   :
 2011 - 2012 
Position     :
secretary
· Typing of documents using various ms office
· Communication internal and external both internet and tellepone
· Classification of documents
· Preparation of handouts the sales of these various handouts
OTHER WORKING EXPERIENCE
Company:   DUBILA CENTER  – CAMEROON) 
Duration   :
 2009 - 2011
Position     :
secretary
· Typing of documents using various ms office
· Communication internal and external both internet and tellepone
· Classification of documents
· Preparation of handouts the sales of these various handouts
OTHER WORKING EXPERIENCE
Company:   SAINT JOHNS COLLEDGE  – CAMEROON) 
Duration   :
 2014 - 2015
Position     :
TEACHER

·   I taught pure mathematics to form one to form three
· Communication internal and external both internet and tellepone I equally taught upper sixth mathematics with statistics and management
· I taught for 18 periods a week and I was also the class master of form three
Educational background
· BACHELOR DEGRE IN ADMINISTRATION AND BUSINESS MANAGEMENT     
· G.C.E Advanced Level 
· G.C.E Ordinary Level     
                                   TECHNICAL SKILLS
· Perfect knowledge in all versions of windows 

· Ms Office

· Internet
Language Proficiency

FRENCH
Excellent

ENGLISH
Excellent 
Hobbies
Reading, Traveling, Participating in community development, Picnics[image: image2.png]



