Richard 
EDUCATIONAL BACKGROUND
System Engineering                                                                                                     2014 – 2015

(I.P.M.C College of TechnologyAdjiriganor)    

Diploma Computer Secretaryship                                                                            2013 – 2014

(P.C.T.I College Madina)

Auto Mechanical Engineer                                                                                         2009- 2012

(St. Pauls Secondary and Technical School)
NVTI Grade I and II

D-mega College (3months)
(Certificate of training office software administration)
Basic Education Certificate Examination                                                             2006 – 2009
( AnyinasinD/A Junior High School)
WORK EXPERIENCE
K.sammy Limited
Sales Personnel

15th September, 2012 – 14th May, 2014
Responsibilities
· Receiving and making phone calls

· Selling of goods to customers

· Purchasing of Goods

· Keeping of sales records

Cress Computers
PC Desktop Technician

13th june, 2014 – 18th November 2015
Responsilities
· Receiving of phone calls to assist customers with tech advice
· Repairing of Desktop computers 
· Selling of peripherals 
· Selling of computers to client
· Diagnose, Troubleshoot and Install new Operating system
Café administrator

17th October, 2015 – 30th June, 2016

Responsibilities
· I operate and manage the café server

· Repairing of desktop computers

· Installing of network cables

· Configuring of routers

· Receiving of phone calls 

· Microsoft word instructor

· Performing of secretarial duties

· Designing of company’s banners, flyers, business card and many more

SKILLS
· Ability to Diagnose, Troubleshoot, Repair, Manage and install desktop operating system
· Able to design flyers, complimentary cards, Banners, envelopes and many more

· Good communication and analytical thinking skills
· Computer literate with proficiency in Microsoft word, Excel, and Powerpoint
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