	
	
	
	
	Curriculum Vitae
	Christelle 
	

	PERSONAL INFORMATION
	
	Ms. Christelle
	
	

	
	
	
	Al Rahba City, Abu Dhabi, UAE
	
	

	
	
	Sex:   Female
	| Date of birth :25/11/1993
	| Nationality:   Cameroon
	

	PREFERRED Job
	
	Administrative/HR Assistant
	
	

	Objective
	
	
	
	
	
	

	
	Seeking a position where my education and other work experience will allow me to
	

	
	make an immediate contribution as an integral part of a progressive company
	

	WORK EXPERIENCE
	
	
	
	
	
	

	Admin/HR Assistant
	Job description
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· Answering phone calls, dealing with enquiries and provide general information to job applicants regarding HR procedures. 
· Preparing and issuing employment contracts to new employees. 
· Making sure that all employee records are accurate and well maintained. 
· Organising induction sessions and training for new staff. 
· Compiling the attendance data about employees; payroll - such as hours worked, taxes, pension contributions and also timesheets. 
· Setting up and maintaining employees personnel files both on computers and hard copies. 
· Involved in the performance review and appraisal of staff. 
· Issuing pay-slips. 
· Doing the paperwork when someone resign or leaves the job. 
· Researching employee references and academic qualifications. 
· Assisting with the recruitment and selection process. 
· Checking all records to ensure they conform to the requirements of the data protection. 
· Reading all correspondence including inquiry letters, job applications and CVs that are sent in. 
· Screening telephone calls for managers / senior recruitment managers. 
· Writing job adverts and posting them on newspaper and job sites 
· Managing company insurance record and employees sickness records and paperwork. 
· Attending meetings and taking minutes of the meetings. 
· Present when disciplinary hearings are held. 
· Preparing for any workman compensation and claims. 
· Involved in the disciplinary and grievance procedure. 
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Nov 2013 - April 2015
Hostess
 Greet guests and patrons personally and on the telephone  Offer appropriate seating arrangements
 Present menus and take orders
 Ensure the quantity of menus is sufficient to cater to the number of guests

Relay orders to the kitchen and ensure all orders are filled in a timely and accurate fashion
 Set up dining rooms and make reservation arrangements  Maintain clean and organized tables and work area
 Assist room service when and as needed
 Manage event related work including setting up tables and maintaining both  Greet guest and bidding farewell in a most polite manner
 Work both exterior and interior of the restaurant
Nov 2011 - Dec 2012   Admin assistant
Cemico,yaounde
 Providing phone coverage (first to answer all incoming calls)
 Preparing and mailing Campost and DHL packages.
 Sorting and distributing incoming mails
  Overseeing all aspects of publication orders including inventory and
maintenance of inventory

Assisting Office Manager in the processing of Annual Conference registrations, preparation of packets, badges and delegate materials
 Filing of Primary materials in general files area
 Assisting with bookkeeping/accounting functions as appropriate

Assisting Office Manager in developing and instituting methods for quality control and accuracy in membership, conference, and other databases
  Being familiar with functions of Office Manager so as to be able to assist in
	
	his absence.
	

	
	  Assisting with special projects and assuming responsibility for the
	

	
	administration, and promotion of specific projects, as required
	

	
	  Performing other duties as assigned
	

	EDUCATION
	
	

	11/2014 – 01/2015
	Certified Human Resource Professional ( CHRP )
	

	2010 - 2013
	B A – Law and political science
	

	2008 - 2010
	GCE A level
	

	
	
	

	2003 - 2008
	GCE O level
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PERSONAL SKILLS
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Personal Skills
Computer skills

Curriculum Vitae
Christelle 
· Initiative and Self motivated by professional ethics 
· Very organised and excellent time management . 
· Excellent Communication both verbal and in writing 
· Encourage and promote Teamwork 
· Very Flexible ,eager to learn and high problem solving 
MS - Word , Excel ,PowerPoint & Outlook.
	Language Skills
	UNDERSTANDING
	SPEAKING
	WRITING

	
	
	
	
	
	

	
	Listening
	Reading
	Spoken interaction
	Spoken production
	

	
	
	
	
	
	

	English
	Fluent
	Fluent
	Fluent
	Fluent
	Fluent

	
	
	
	
	
	

	French
	Fluent
	Fluent
	Fluent
	Fluent
	Fluent

	
	
	
	
	
	


Skills

Skills
· presentation skills 
· High degree of self-motivation 
· Ability to build relationship with customers 
· Smart and presentable 
Interest and hobbies
Family Activities, Movies
· Shopping , Reading, 
· Current Affairs, 
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