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To be an astute learner and the best performer in your organization. So that I can build an innovative career inyouresteemed organization by using my skills and other significanttalents.
To work in a challenging environment that provides generous opportunities forlearning.
To enhance my working capacities, professional skills, business efficiencies and to serve my organization in thebestpossible way with sheer determination andcommitment.
WorkHistory
 SHAPE  \* MERGEFORMAT 



 SHAPE  \* MERGEFORMAT 



· Created detailed expense reports and requests for capitalexpenditures.
· Ordered and distributed office supplies while adhering to a fixed officebudget.
· Managed office supplies, vendors, organization andupkeep.
· Coordinated domestic and international travel arrangements, including booking airfare, hotelandtransportation.
· Helped distribute employee notices and mail around theoffice.
 SHAPE  \* MERGEFORMAT 



· Resolved computer hardware and software, printing, installation, word processing, email and operatingsystemsissues.
· Maintained uptime on company networks through careful and preventativemaintenance.
· Resolved virus and malware issues with a 95% successrate.
· Set up and configured hardware and software on companyequipment.
· Restored data, operating systems, files, documents anddrivers.
· Repaired and replaced hardware, including Hard Drive andRAMs.
· Installed systemsoftware.
Skills

 SHAPE  \* MERGEFORMAT 



Education

	UNIVERSITY OF PORT HARCOURT - PORT HARCOURT, RIVERS STATE,NG
(Bachelor of Science: IndustrialChemistry)
	2009

	LEO NATIONAL COLLEGE – BENIN CITY, EDO STATE,NG
	2002

	(West African Senior SecondaryCertificate)
	


Certification

· CERTIFIED PROFESSIONAL IN HOTEL AND HOSPITALITY MANAGEMENT- DUBAI–UAE
2016(laurels TrainingInstitute)
PersonalInformation

DATE OF BIRTH: November 
STATUS:TouristLANGUAGES: English(Fluent)
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INTERESTS: Learning, Computers,Reading
BUSINESS LEAD/OFFICEADMINISTRATOR





INTERNATIONAL LTD – BONNY ISLAND, RIVERS STATE,NG





01/2015 to12/2015





COMPUTER SYSTEMADMINISTRATOR





ALPHA COMPUTERS & INFORMATION TECHNOLOGICAL CENTRE - P.H, RIVERS,NIGERIA	2004 to2014





MicrosoftWord


MicrosoftExcel


Microsoft PowerPoint


ComputerTroubleshooting


HospitalityManagement


Focused


MS Windowsproficient


Anti-virussoftware





Anti-virussolutions


Internet setup andrepair


Detail-oriented


Innovativethinker


Patient


Strong communicationskills


Adobe Fireworks(graphicsdesign)


Computer Software InstallationandMaintenance
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