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CAREER PROFILE

          Young, dynamic, Confident, motivated, energetic, Intelligent, a strong personality and poised in interactions with individuals at all levels. Detail-oriented. Provide confidential support and office management skills. Excel in meeting objectives through use of independent action, prioritization, persistence, and leadership skills. Flexibility and capability to adapt to a variety of tasks and can work and support always on time. Use humor, positive attitude, and high standards to motivate staff to excellence for sustainable and productive events and grand management. Contribute to the growth and brighter future of the company.
I am a quick learner; analytical and detail conscious with a commitment to excellence with well organized and able to manage multiple tasks and changing priorities effectively. I am also able to work effectively as part of a team.  A quick learner; analytical and detail conscious with a commitment to excellence. 
Work Experience:
· Company Name: ETS RONIMA
Position held: Personal Assistant  to the C.E.O
Sector: Public Works
Time worked: September 2012- September 2015 (Till present day)
· Doing counter duties

· Opening accounts for clients (daily accounts, current accounts, savings accounts, block  accounts e.t.c)

· Submitting daily reports of money into and out of the casher 

· Submitting a daily balance sheet doing the debit and credit at the C.E.O or to the Manager.
· Scanning, treating text, Typing.
· Customer Service

· prepare and manage correspondence, reports and documents
· Develop and implement effective methods of documents recording and filing 
· Taking Meeting Minutes. 
· Prepare statistical reports.
· Manage spreadsheets.
· Company Name: National Development Credit S.A (N.D.C)
Position held: Assistant in the Marketing Department 

Sector: Banking (Micro Finance)
Time worked: September 2009- September 2010
· Submitting  weekly reports to the head of department 

· Guiding interns on their know how 

· Creating / opening  various accounts  
· Strong customer orientation 
· Ability to make informed real time decisions on operational issues taking account of customer needs delivery against Key Performance Indicators and budgetary constraints. 
· Ability to make decisions on discretionary benefit payments based on customer needs whilst considering impact on profitability and benefit spend targets.
· Company Name: National Development Credit S.A (N.D.C)
Position held: Cashier (Teller)
Sector: Banking (Micro Finance)
Time worked: September 2010- September 2011 
· Doing counter duties

· Opening accounts for clients (daily accounts, current accounts, savings accounts, block accounts etc.)

· Submitting daily reports of money into and out of the casher 

· Submitting a daily balance sheet doing the debit and credit at the C.E.O or to the Manager.

Company: PRODIPHARM Sarl
Position held: Executive Assistant  to the C.E.O
Sector:  Pharmaceuticals
Time worked: March 2011- June 2013
                         April 2015 - September 2015
· Communicating  directly with small to medium-sized business owners

· Arranging client/office events
· Composing, editing and formatting documents, reports and presentations

· Preparing time and expense reports in accordance with company policies

· General office responsibilities including filing, faxing, photocopying, scanning, processing and distributing mail, messenger packages and express mail packages

· Assist with receptionist duties, as necessary

· Maintain high level of confidentiality at all times

· Produce professional documentation, correspondence and presentations to Group Management Executive input standard using Word, Excel and PowerPoint
Company: Oxford Nursery and Primary School
Position held: English Teacher

Sector: Education
Time worked: January  2007-  December 2008
· Ensure children's  safety

·  Planning, Coordinating and providing the learning experiences to ensure children reach the early learning goals for their age and move onto the next stage while promoting self-esteem, keeping accurate daily and weekly records for the nursery and the child. Creating resources, giving ideas, using proven teaching methods and staying up to date with changes. Showcasing the children's work.
·  Promoting equal opportunities and inclusion for all children. Creating children and teacher lead activities in the class so differentiated small group learning can occur.
· Assessing and recording progress weekly. Being responsible for progress and attainment. Writing reports, keeping evidences.
·  Maintaining a relationship with students and their families.
·  Supervising all children  during nursery trips and other external visits.
·  Reporting all incidents and accidents.
· Helping the children develop the appropriate social skills for their age and promoting positive values.
·  Linking learning to context and challenging children to try new things.
·  Working with parents and organizations to meet the needs of Children

·  Supporting colleagues and attending training.
· Taking care of resources and keeping within the group's budget.
·  Adhering to the nursery’s policies and procedures.
·  Attending events if ever required.
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HOBBIES
· Reading, Gardening , sports, ready for help where necessary ,sharing ideas , making new friends, browsing 
· Travelling and adventures

· Learning

· Willing to learn more languages and Cultures
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