Administrative Assistant
	AREAS OF EXPERTISE

Customer care

 Problem solving & solutions
 Data entry 
Office IT skills
Secretarial tasks
 Archiving Document
Control Data entry
PROFESSIONAL
Can speak English

PERSONAL SKILLS
-Patient
-Technical knowledge
-Communication
-Planning and organizational skills

-Computer skills; 

-Teamwork and respect for diversity
PERSONAL DETALS
DOB:02/06/1982

NATIONALITY: Zimbabwean

ACADEMIC QUALIFICATIONS

-Diploma in Office Administration

Institute of Administration and Commerce 

2004 – 2006

-O Level including English.

	PERSONAL SUMMARY

 A administrative assistant with the ability to deal with people.  Providing in-person, telephone or online chat service, with good attitude to deal with all sorts of people with all sorts of attitudes.  I possess a strong people skill like smiling, providing warm remarks and also means knowing not to take it personally. 
WORK EXPERIENCE

 Africa  –Administrative Assistant
2006 to 2014

Responsibilities

-Welcoming visitors and providing quality service
-Maintaining reception area
-Communicate clearly and effectively with participants. 
-Promote good listening skills. 
-Manage length of calls. 
-Recognizing and managing assertive customer calls. 
-Promote teamwork and call center success.
-Typing: Notices, Minutes, Correspondences and proof reading
-Handling petty cash

-Managing the Managing Director’s diary

-Organizing meetings

-Organizing interviews

-Booking lunch

-Handling stationary
-Operating the switchboard
-Filing

-Receiving incoming & outgoing mail
UAE-Dubai October 2014 – October 2015
Miffy & Johnny
Position held: Household Personal Assistant
 Duties as Household PA

-travel arrangements

-planning balanced meals

-filing

-emailing various documents

-preparation of itineraries

- bookings(meals and hotels)

-Scheduling household maintenance

-Running household errands

-Pet care

-Grocery shopping

-Laundry

-Meal preparation

-light housekeeping and various projects

-Maintaining appointment calendar

-Handling filing,emailing,bookkeeping

-Handling Petty cash

-Babysitting and play games

-Assisting homework
-handling incoming calls and messages
KEY SKILLS AND COMPETENCIES 
 -Good skills in interpretation and implementation of administration documents all driven by an underlying desire and curiosity to know more about things.
 -An effective communicator with sound command in written and oral skills, including ability to prepare meetings, interviews, oral and written reports, briefings, updates, presentations and other documentation.

- I am able to establish priorities, plan, coordinate and monitor work plans so that plans/ideas are executed and meet deadlines.
-I have the ability to operate Microsoft office package, Microsoft excel and I am a fast learner in using new software.
-I am a team player with good interpersonal skills and a demonstrated ability to develop and maintain work relationships to achieve organizational goals




Flat 203 Bin Huraiz 1

Al Nahda 2

Dubai

 22 October 2015

The Human Resources Manager

 RE: APPLICATION FOR A JOB AS A ADMINISTRATIVE ASSISTANT
My name is Portia Charamba, I would like to be considered for a vacancy within your organization as customer administrative assistant. I have 8 years of experience in administration position which has enabled me to gain various competences that include:

-  Initiative and Commitment to Achieve

-  Analytical skills

-  Attention to Detail and Quality

-  Supervisory Skills

-  Communication Skills

-  Planning and Organizing

-  Superior Customer Care Skills

I graduated with a Diploma majoring in Office administration, and am proficient in all Microsoft Office applications and have excellent English skills both oral and written.
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