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                              Date of Birth:  04-11-1990     
                              Status: single   
  

                              English speaking and written proficiency: Excellent.
Personal Profile

 A highly competent, motivated and enthusiastic administrative assistant with experience of working as part of a team in a busy office environment. Well organised and proactive in providing timely, efficient and accurate administrative support to office managers and work colleagues. Approachable, well presented and able to establish good working relationships with a range of different people. Possessing a proven ability to generate innovative ideas and solutions to problems. Currently looking for a suitable position with a reputable and ambitious company.
 Key Skills
· Good customer service skills

· Cooperate with other team members

· Loyal and dedicated employee with an excellent work record

· Enthusiastic, knowledge hungry learner, eager to meet challenges and quickly assimilate new concepts

· Excellent communication skills

· Cross cultural sensitivity

· Fluent in English

Professional Experience
 Administrative Assistance:  August 2014-September 2016 (Tire Graphics)

· Receiving all incoming calls and ensuring their distribution to the relevant employee

· Welcoming visitors to the office and making sure they were comfortable and looked after

· Dealing with all enquiries and resolving any problems over the phone or in person

· Organising the hospitality requirements for management meetings and presentations

· Maintaining the high presentation standard of the reception area

· General administration duties, photocopying, filing etc
· Monitoring stationary stock and reordering when required.
Administration Officer:  August 2012- June 2013 (Siabuwa Development Trust)

· Collection and entry of data obtained from various Monitoring and Evaluation (M&E) and research activities

· Participating in field research and monitoring activities

· Participating in day to day office tasks

· Participating  in field investigation and verification exercises

· Facilitating receipt and processing of loan applications for the project

Administrative Assistance: January 2009-June 2010 (Every Child Your Child)

· Answering all incoming calls/ emails and re-routing them to relevant parties

· Meeting and greeting visitors  ensuring they are signed in and out correctly

· General administration duties photocopying, filing etc

· Reporting any problems to the office of the manager

· Keeping the reception area tidy and ready for visitors at all time

· Providing secretarial services such as minute taking and diary management

· Scanning and copying contracts, notes and other documents

· Circulating documents via post and emails
EDUCATION

 Honors Degree, ZIMSEC Ordinary and Advanced Level Certificates 

Referees 

Will be provided upon request
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