Microsoft Office documents, good time management skills,
detail oriented, organized and highly resourceful with strong decision making and problem solving abilities
and fast-paced environments. Seeking position of increased responsibility with room for advancement.
People and Negotiation Skills
Planning and Strategy Skills
RUTH 
C) 
Professional Summary
Motivated Administrative/Marketing personnel, proficient in use of 
Personal Details
Date of Birth: 7th March 1985
Sex: Female
State of Origin: Imo
L.G.A: Owerri North
Skills
Data management

Organizational skills
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Clear oral/written communication
Clerical support
Excellent multi-tasking ability
Microsoft Office expertise
Work History
Marketer/Admin Staff
Clinic 
Designed marketing brochures and wrote website copy.
Handled all incoming business and client requests for information.
Maintained computer and physical filing systems.
Created reports and presentations.
Project Cordinator/Event Planner
Caramella Events –Lagos
Developed standard operating procedures for all administrative employees.
Maintained computer and physical filing systems.
Prepared vendor invoices and processed incoming payments.
Provided complete meeting support including preparing materials and taking notes.
Sourced vendors for special project needs and negotiated contracts.
Recruited and hired qualified candidates for vacant and new positions.
Created reports and presentations.
Completed bi-weekly payroll for employees.
Designed marketing brochures and wrote website copy.
Handled all incoming business and client requests for information.
Coordinated special projects and managed schedules.
NYSC
Nigerian Gas Company –Delta State
Maintained computer and physical filing systems.
Received, screened and routed incoming calls.
Provided complete meeting support including preparing materials and taking notes.
Education
B.Tech:Maritime Management Technology
Federal University of Technology- Owerri, Imo state
Secondary School Certificate:


| 


. Thrive in dynamic
03/2013 toCurrent
01/2010 to 03/2013
03/2008 to 12/2009
2007
2001

Marist Comprehensive Academy- Abia State
First School Leaving Certificate:
1995
Kalac Nursery and Primary School- Lagos
Non Accredited Courses
Certificate of Achievement in Strategic Management
Certificate of Achievement in Project Management 
RUTH CV NO. 1734396
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