
MBEKUH EFEMBELE LINDA.                                                         

Nationality

Cameroonian

Sex

           Female

Marital Status
Married 

_____________________________________________________________________________________

MAIN OBJECTIVE

In order to cope with the challenges of the current dynamic environment of the world, I’m a self-motivated and oriented individual, who seeks a challenging opportunity in Sales, Marketing and Administration. Aiming to work with a reputed and progressive organization in order to utilize my skills, expertise, extensive knowledge and experience in the Middle East to achieve and exceed business objective by making a difference and further develop my career.    

  SKILLS

· Highly skilled in performing general office tasks including bookkeeping, filing, and records management.

· Able to handle incoming calls and route them to the appropriate employee.

·  Well-versed in arranging meetings and taking minutes of meetings.

·  Effective verbal and written communication skills.

·  Track record of managing front desk activities within a busy environment

·  Demonstrated ability to work efficiently in stressful hours.

· Exceptional time management and problem-solving skills.

· Proven ability to maintain secrecy of sensitive information.

· Able to work with associates, vendors and the clients capably and tactfully.

EMPLOYMENT HISTORY

Work Experience                                         (S.A)

October 2012 – January 2016.

   (Administrative Assistant)

(Reporting to Sales Director)
· Customer service representative, greeting customers, answering and returning phone calls

· Reporting to Sales Director, scheduling meetings and making appointments

· Supervising and training new staff, planning work schedules and assigning duties

· Maintaining equipment by completing preventive maintenance, calling for repairs and monitoring equipment operation

· Maintaining supplies by checking stock, anticipating requirements, placing and expediting orders, verifying receipts, stocking items, delivering supplies to workstations

· Purchase of office materials, maintain statistical and financial data on monthly bases and produce reports.

· Keeping the reception area tidy at all times.

August 2010 – September 2012        
Customer Service Agent

· Greeting visitors warmly, providing refreshments and answering questions regarding the business.

·  Providing customers with a brief explanation of the products and services offered by the firm

· Distributing incoming and outgoing mail

· Keeping the reception area tidy and in order

· Directing visitors to the correct destination

· Compiling records on overall customer satisfaction

Professional Certifications         
 IATA Travel and Tourism Foundation Diploma – DTTF (Client ID  )  
· The travel and tourism industry and the travel professional 

· Geography in travel planning

· Travel documents and departure formalities

· Travel and tourism products and services



· Air fares, ticketing and the GDS functionality  

· Fare construction and ticket exchanges

October 2008 – July 2012           University of Buea, Cameroon

                                                             Bachelor in Business Administration

September 2001– August 2008
Progressive Comprehensive High School


       GCE Advanced Level Certificate

                                                             GCE Ordinary Level Certificate

Other Competencies 

COMPUTER Skills                                Microsoft Word, Excel, Power point

AMADEUS Training:                             AMADEUS basic course

AMADEUS Training:
                   AMADEUS Central Advanced System

Language Skills


Fluent               English

Intermediate     French 
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