Curriculum Vitae (CV)

	Isaac 
 Isaac.335304@2freemail.com 

	

	PERSONAL
	Date of Birth:  October 31, 1992
Place of Birth:  Tema, Accra, Ghana
Citizenship:  Ghanaian
Visa Status:  Permanent Resident

	EMPLOYMENT
	First Company, Giftsam Enterprise , Spintex, Ghana
January 1, 2013 

Computer Administrator
· Provides Internet services to customers
· Graphic Designing
· Secretariat Work
Administrative Assistant

· Route incoming telephone calls

· Type official correspondence

· Distribute mail and interoffice memoranda

· Responsible for administration and reconciliation of petty cash fund

Second Company, BonyVest Consult, Drobo, Ghana
December  30, 2015  -  present
Customer Service Representative

· Graphic/Web  Design Work
· Secretariat Work
Administrative Assistant

· Route incoming telephone calls

· Type official correspondence

· Distribute mail and interoffice memoranda

· Responsible for administration and reconciliation of petty cash fund



	EDUCATION
	NIIT, Tema, Ghana
Diploma in Web Development
April 2016

St. Thomas Aquinas Senior High
WASSCE
June 2012
Focus on Elizabethan England and its impact on the world

	SKILLS
	Language - Fluent in English
Computer Skills - Microsoft Office, Microsoft Publisher, Microsoft Powerpoint, Photoshop, Dreamweaver, Illustrator
Personal Interests – Designing, Member-Hodo Global.



