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EBENEZER
EBENEZER.326120@2freemail.com 
 
	                                                                       PERSONAL SUMMARY


Dedicated Assistant Engineer with excellent technical and analytical skills demonstrated by 4 years of progressive experience in the industry, focusing on economy, safety, reliability, quality and sustainability. Effective team player and collaborator, comfortable working independently, whilst maintaining a strong line of communication with all levels of management. Having a comprehensive understanding of electrical health and safety regulations, right now I am looking for a suitable position with your company.

	                                                                    WORK EXPERIENCE


Administrative work - August 2015 to date

Employers name – Transguard Emirates Group
Responsibility: Serves visitors by greeting, welcoming, and directing them appropriately; notifies Supervisor of visitor arrivals; maintains security and telecommunications system.

Duties:

· Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries.

· Directs visitors by maintaining directories; giving instructions.

· Maintains security by following procedures; monitoring logbook; issuing visitors, contractors and others workers pass and authorization.
· Watching the cameras and granting access.

·  Maintains safe and clean reception area by complying with procedures, rules, and regulations.
· Maintains continuity among work teams by documenting and communicating actions, irregularities, and continuing needs.
· Contributes to team effort by accomplishing related results as needed.
Assistant Electrical Engineer – August 2010 -2014
Employers name – Electricity Company of Ghana (West Africa)

Involved in engineering and administration of projects works and reporting to project engineer or Electrical engineer with the engineering team to plan, coordinate and execute electrical projects.

Duties 
· Preparation of Project Proposals
· Preparation of contract Documents 

· Writing of Situational report
· Provide administrative assistance to Electrical Engineer when needed.
· Identify action items and work with the engineering team to close them.
· Work with the engineering team to plan, coordinate and execute electrical projects.
· Monitor and report project status to management on regular basis.
· Supervise project activities to ensure timely completion.
· Ensure project deliverables meet quality standards and customer specifications.
· Provide technical guidance to project team when needed.
· Schedule routine maintenance and inspection of electrical systems.
· Ensure that system breakdowns, failures and repairs are addressed promptly.

KEY SKILLS AND COMPETENCIES
· Ability to work under pressure and to respond quickly to new demands.
· Solving complex technical problems in a systematic way.

· Strong consulting and needs assessment skills.

· Strong time, project management and multi-tasking skills.

· Ability to conceptually adapt technologies to fit various ideas.
· Commitment to assure quality, speed and accuracy in performing technical and procedural duties.
Personal
· Strong written and verbal communication skills.
	                                                             EDUCATIONAL BACKGROUND


· Bachelor of science in engineering    2005-2009 (Donetsk National Technical University, 
                                                                                 Ukraine)

· Tema Methodist Day secondary school  2002 - 2004    ( Accra, Ghana)        
	                                                                         PERSONAL    SKILLS


· Computer literacy- Excel, Microsoft word, Power Point
	                                                            PERSONAL  DATA


· Nationality


: Ghanaian
· Marital Status


: Single

· Visa Status


: Employment (Transguard)
I will be very grateful if my request is granted a positive attention.

