Sir/Madam,

I was excited to read about the opening in your reputable organisation. I have several years of experience in a variety of fields. 

In addition to my extensive office experience, I have strong communication, customer service, and administrative skills. My broad background makes me an excellent candidate for this position.

Thank you for your consideration. I look forward to hearing from you to arrange an interview.

Thanks. 
 


Anthony 
ANTHONY 
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PERSONAL DATA:

Date of Birth:




April 10th, 1986.

Sex: 





Male 

Home Town: 




Emevor

Local Government of Origin: 


Isoko North 

State of Origin: 



Delta state 

Nationality: 




Nigerian 

Faith: 





Christianity

Marital Status: 



Single  

Speaks:
English
Hobbies:  
being happy, traveling, Meeting People, Listening to Music, Engaging in Educative Conversation.

CAREER OBJECTIVE:

· Engagement of productive prowess in line with organization guidelines towards the attainment of organization set goals and objectives in a most effective and efficient way.

SCHOOL ATTENDED WITH DATE AND QUALIFICATION OBTAINED:

	S\N
	INSTITUTION 
	DATE
	COURSE OF STUDY 
	QUALIFICATION 

	1
	National Open University of Nigeria
	2015
	Public Administration 
	M. Sc. Public Admin (In View)

	2
	Benson Idahosa University 
	2010 – 2014
	Public Administration
	B.Sc. Public Administration

Second Class Honours

	3
	Delta State Polytechnic Ozoro
	2005 – 2007
	Secretariat Administration
	OND, Sec Admin 

Upper Credit

	4
	Bishop Dimieari Grammar SchoolYenagoa, Bayelsa State.
	2000 - 2003
	
	Senior School Certificate


WORK EXPERIENCE:
	ESTABLISHMENT
	POSITION HELD
	JOB DETAILS
	DATE

	Speron Computer
Ozoro, Delta State
	Computer Operator
	Data computing 
	2005 – 2006

	Nigerian Petroleum Development Company (NPDC) sub. of (NNPC)  
	Secretariat Assistant and assistant to the TA to the Executive Director Operations (EDO)
	· Receiving, recording and dispatch of mails.
· Manual and electronic documentation.
· Scanning of documents; spiral binding.
· Putting up of requisition for office materials out of stock.
· Preparingand sending of daily operations and production reports to the   MD and GED.

· Preparing of Ministerial brief for the GMD-NNPC.
	2009 - 2010

	Tilone Subsea Limited
	Company’s Rep to NPDC – Benin
	· Liaise with NPDC on behalf of Tilone Subsea Limited 

· Track and Follow up on invoices and documents concerning Tilone Subsea with NPDC
	2010 - 2011

	
	HR, Registry Officer
	· Prepare monthly leave input for payment 

· Prepare annual leave advice 

· Update staff records on staff list and Staff database 

· Verify additional qualification of Staff 

· Prepare correspondence to Staff 

· Prepare approval memo for the engagement of Third Party Personnel 

· Handling of Personnel files and records  

· Prepare correspondence to other organization for staff
· Filing of documents
	2011 – Till Date



COMPETENCES:
· Ability to work with instruction without or with little supervision. 

· Ability to control stress and pressure. 

· Good at balancing work and study.

· Excellent interpersonal relationship skill. 

· Proficient with Microsoft office environment.
· Ability to work with team.
· Ability to read, writes, analyze, take instruction, work with it and produce positive result.

Anthony 
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