CURRICULUM VITAE
NAME                                      Daniel 

DATE OF BIRTH                       OCTOBER 27th 1987

NATIONALITY                          GHANAIAN

MARITAL SEX                          SINGLE

EMAIL ADDRESS                      Daniel.335202@2freemail.com 
LANGUAGE SPOKEN                ENGLISH, TWI, KUSAAL,

CAREER OBJECTIVE
To work in a dynamic and multi dimensional setup with prospect for growth and career enhancement that facilitates the achievement of individual aspirations. To become an exceptional and a very good asset to my employers at any level of responsibility and in any area of call or job description, if my employers deem it right and also promotes organizational growth and development.

PERSONAL ATTRIBUTES
· Innovative, adaptable and proven ability to work under pressure with little or no supervision

· Strategic thinker, proactive and good human relationship skills

· Excellent inter personal and communication skills

· Computer literacy [Microsoft Word, Excel, power point, Internet Explorer

· Team builder and results oriented

· High level of motivation to perform effectively and to meet deadlines

· Organizational and leadership skills

WORK EXPERIENCE

September 2011-Credit officer at Jorbies savings and Loans Company Limited

Key Responsibilities

· Attend to customers’ queries, investigates correct error and follow up on customers and establishments records
· Interviews customers to obtain information and explain available financial services such as savings, current, loans and certificate deposits
· Helping the prospective customers get through tedious banking processes
· Provides ongoing relationship servicing with current customers to maintain goodwill and gain additional business
· Accumulating the total number of customers, check and correct from wrong data in the system and accessing the right data for the company
June 2008-2009, Customer Service officer Essay Investment Limited

Key Responsibilities

· Organizing regular customer durbars
· Making sure entries into the banking system as and when they should happen
· Promotes and cross sell the bank products and services as appropriate to customer requirements
August 2010-Field Researcher Ghana water Company Limited [Attachment]

Key Responsibilities

· Collection of data on the provision of pipelines for smaller communities

· Writing of all monthly reports concerning data gathered from the field work

September 2007- Supervisor Forever Living Product

Key Responsibilities

· Handling of customer complaints

· Writing of orders for distributors

· Cross selling the companies new brand of products
QUALIFICATIONS

2009-2011 Bechem Business College

Programme Diploma in Accounting

Specialized in 


· Financial Accounting

· Economics

· Business Communication

· Office Practice and Administration

2012 Byte Computer system, Kumasi
Obtained Microsoft-office in computing
Specialized in Microsoft Windows and office  

2003-2007 St Hubert Minor Seminaries 

Obtained W.A.S.S.C.E

Specialized in General Arts

COURSES/ WORKSHOP ATTENDED

Within May, 2007- November, 2o12, I had the opportunity to attend the following workshop which was organized by various institutions.

	Training acquired
	Institute 

	Entrepreneurship for Development
	Ghana Institute of Management 



	The A.B.C of LOANS

	National Investment Bank


	Empowering Ghana, one person at a time

	Spring Board

	Loan and Investment Principles

	Microfinance association of Ghana at Kade

	Management Skills

	Kofi Addison at Kumasi


COMPUTER SKILLS AND COMMUNICATION SKILLS

Good working knowledge of Microsoft word, Excel and a good communication skills also.
