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NINA 
DUBAI, U.A.E
EXECUTIVE SECRETARY
Objective:I am a young, dynamic, dedicated, passionate pro-active young woman with excellent communication skills in English, French and Spanish seeking to serve in a goal oriented organisation where I can apply my experience, skills and efficiently contribute to the growth of the organisation. 
Skills:
· Familiar with all office equipment’s, excellent software skills with knowledge of Word and Excel 
· Excellent reading, writing and verbal communication skills in English and French to assist clients, vendors and agents in a professional manner
· Excellent telephonic, mailing, binding, filing, ordering supplies and organizational skills
· Ability to work with people in stressful situations, coordinate and effectively handle multiple tasks efficiently
· Ability to apply regulations and guidelines, communicate and resolve issues in a professional manner 
· Ability to interpret documents, plan and organize work activities 
· Ability to work well with a variety of people and personalities. 
· Ability to handle highly sensitive information in a strictly confidential manner 
Work Experience:

Cleaner
Confidential Dubai, UAE
December 2015 to till date

Cleaner
Engineering unit gen cont. Abu Dhabi, UAE
September 2013 - November 2015
· Good cleaner, outstanding knowledge of cleaning equipment, 
· good coordination with the administrative staff. Office Staff

Accounting secretary
la mayor Graficas Bata equatorial Guinea
2011 - Aug 2013
· Good customer services
· Good management of the company accounting, in order to maintain the company
· quality and product information.
· Answering calls from customers forwarding report to my manager. Etc. 
Sales executive
leader price Douala Cameroon
2010 – 2011
· Maintaining company products information,
· Maintaining the sales and achieving targets
· forwarding sales documents to sales manager
· Good negotiation skills and strong team player. Etc.

EDUCATION:
March 2016
Effective customer service training 
(certificate) 
administrative Secretary training (certificate) 
2006-2009
secretary training(diploma)
1996-2006
High School
1986-1996
Primary School Certificate
LANGUAGES
Reading 
Writing
      Speaking
English
Well
        well 

good
French 
Excellent     Excellent 
Excellent 

Spanish 
little 

little
STRENGTHS
I am punctual, hardworking, ready to meet “a new challenging job” able to meet assignment / project /
job deadlines and work as a team member.
COMPUTER SKILLS
Basic computer skills and internet browsing and emailing
PERSONAL INFORMATION
Date of Birth: 
27-03-1981
Place of Birth: 
Douala, Cameroon
Nationality: 
Cameroon
Gender: 
female
Marital Status: Single
Visa Status :     employment
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