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	CURRICULUM VITAE






LilianKyeremeh  CV NO: 2008716
PROFESSIONAL SUMMERY

To contribute efficiently, professionally and to be part of the hard working and results oriented towards the
realization of the organizations goal.
EDUCATIONAL BACKGROUND:

University of Ghana                                                                                               Ghana
· Date of graduation: Dec, 2014
· Bachelor of Art in Education
.
 Accra girl’s senior High school (2006-2008)                                                     Ghana
· West Africa senior secondary certificate Examination
PROFESSIONAL EXPERIENCE
 (Sept 2010 – April 13)

Position: Administrative Assistant 
Responsibilities:

•
Typing of letters and office duties 
•
Issuing of materials from stores
•
 Drafting and updating of inspection reports on good brought from the head office.
•
Generation of monthly report on activities 
•
Part of internal audits and inspections
Employer: Ghana Statistical Service

Position: Administrative Secretary(July2013)
Responsibilities:

· Served as a proactive assistant to the CEO
· Answered phones, reviewed incoming mail, typed correspondence, and handling project request on an ongoing basis for a consulting engineering firm.
· Streamlined operations by developing innovative forms for supply/purchase requisitions, orders, travel requests, reimbursements, new and upgrade setups packets, and customer reference sheets.
· Tracked daily sales, sales data, and customer program/features, and entered data into an Excel spreadsheet per the Sales Department’s commission parameters.
Employer: Performance Machine
Position: Administrative Secretary / Data Entry / Sales (February 2014 till date) 
Responsibility

· Drafting correspondence, scheduling appointments, organizing and maintaining paper and electronic  files.
· Providing information to caller.

· Meeting sales goal at the end of every month

· Dealing with telephone and email enquiries.

· Using a variety of software packages, such as Microsoft Word, Excel, Access and Vend.
· Organizing and storing paperwork, documents and computer-based information.

· Photocopying and printing various documents, sometimes on behalf of other colleagues.
LEADERSHIP EXPERIENCE 
2006: Academic Year: School girls’ prefect                                              Accra girls Senior High
SKILLS AND COMPETENCES:
· I am productive and creative working as part of a team or individual on a project 
· Diligent to hardworking with high level of professionalism
· Good team leader with effective communication and interpersonal skills and ability to work independently.
· Diligent and hardworking with high level of professionalism
· Excellence in generating report
· Good team player
· Ability to work with computer
· Confident in handling new tasks.
Computer expertise – Hardware and Software
Confident use of all Office applications and Windows 2010
Personal Interests:
· Reading novels
·  Research, Knowledge sharing, movies, Listener of major International News channels, and Travelling.
Referrals:
_____________________________________________________________________________________________________________________________________________________
Upon request
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To interview this candidate, please send your company name, vacancy, and salary offered details along with this or other CV Reference Numbers that you may have short listed from � HYPERLINK "http://www.gulfjobseeker.com/employer/cvdatabasepaid.php" �http://www.gulfjobseeker.com/employer/cvdatabasepaid.php� 


addressing to HR Consultant on email: � HYPERLINK "mailto:cvcontacts@gulfjobseekers.com" �cvcontacts@gulfjobseekers.com�


We will contact the candidate first to ensure their availability for your job 


and send you the quotation for our HR Consulting Fees.









