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	OBJECTIVE
To become part of a vibrant organization dedicated to excellence, where I can engage my skills whileoffering me the opportunity to improve skills and knowledge as I contribute to fulfilling organizational objectives.
PROFILE SUMMARY
· An enthusiastic fresher, highly motivated, strong  leadership skills.
· Effective communicator; attentive listener, patient, and diplomatic.
· Experience working with a diverse population students within a traditional setting.
· Enjoy working  with people in person and over the phone. 
· Eager to learn new technologies and methodologies.
EXPERIENCE
June 2015 – October 2015Receptionist . ROYAL EAGLE HOTEL, NO 115 NEW LAGOS ROAD, BENINCITY, EDO STATE.
· Welcoming  of  guest, visitors, and members of staff professional.
· Inquiring the nature and purpose of visitors and guest.
· Typing, binding, printingand scanningof documents, correspondents, reports as requested.
· Answering, taking of messages and transferring  of calls to appropriate channels.
· Filling, archiving, photocopying, scanning, and faxing  ofdocument.
· GeneralSorting and distribution of mails to mail boxes and departments.
· Maintenance of a clean and tidy work area.
· Maintenance of information packets.
· Making of announcement as  directed. 
· Performance of other duties as assigned by administrators.
December  2014 – May 2015Receptionist/Secretary.   LEAD  WAY ENTERPRISES, BENIN CITY, EDO STATE.
· Greeting visitors and answered  busy multi line phone system, screened calls, and referred  callers to appropriate personnel .
· Scheduled and attended meetings , took minutes, edited and distributed meeting minutes.
· Answering and forwarding phone calls
· Ordering  supplies and acted as primary point of contact with vendors.
· Filling, archiving, photocopying, scanning, and faxingof  document.
· General ad-hoc duties such as ordering stationary,  making tea and tidying the office area.
· Making travel and accommodation arrangement for senior company managers.
· Preparing correspondents and document from  digital dictation.
June2013– December2014Receptionist/Sales Personnel. MULTICHOICE COMMUNINATIONS LIMITED. 265 UGBOWO ROAD, BENIN CITY, EDO STATE.
· Receiving  and meeting customers in a professional manner.
· Handling queries efficiently.
· Answering and forwarding phone calls.
· Answered  questions and disseminated information  to the public  regarding exhibitions, schedules and location.
· Sale of phones and other gift items .
· Made appropriate suggestions when necessary to increase sales andpromote  customer satisfaction.
· Maintenance of work area .
OTHER ACHIEVEMENTS
· Served as the Vice President, Faculty of Agricultural Science, University of Benin 2012/2013 session.
· Organized Student Union Food Fair in collaboration with other Faculty executives during faculty week 2013/2014.
SKILLS
· Efficient organizational and time management skills.
· Very high standard of English language both spoken and written , grammar, punctuation and spelling.
· Well versed and proficient in MS Office packages (Word, Excel, PowerPoint, Ms Projects).
· Ability to maintain multi-line telephone system , answering, transferring calls and taking messages.
· Possess a fast and accurate typing speed .
· Articulate excellent communication with management, employers, and guest.
· Ability to schedule meetings usinglatest applications go to meetings by citrix.
· Possess good interpersonal skills.
· Possess  knowledge  of Electronic document Management System(EDMS) and file transfer.
· Ability to maintain confidentiality.
· Ability to stay calm and composed under pressure.
· Ability to accurately maintain computerized and manual filling/documents.
· Attention to details to follow through  to complete an assignment with  with minimal  oversight.
· Highly Punctual.
· Highly motivated and eager to learn new things.
· Ability to work as individual as well as in group.
EDUCATION
University of Benin, Edo State, Nigeria.
B.Sc Agricultural science (Major – Agricultural economics, Minor – Animal Science), 2nd class upper Division (4.0+ GPA)
(November 2014)
Federal Government College, Rubochi
West African Senior Secondary School Examinations (WASSCE O/Levels)
(May 2009)
OTHER INFORMATION
· Residence Visa - Father’s Sponsorship
· Expiry 22/11/2018
· Driver’s License – UAE Driver’s License in progress.
· Availability-immediate


	
	


	


