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Contact HR Consultant for CV No: 2057706
E-mail: response@gulfjobseekers.com
Website: http://www.gulfjobseeker.com/employer/cvdatabasepaid.php 
Position: As an Admin. Secretary/Data Entry
CAREER OBJECTIVE:
Performance Summary: Resourceful and accomplished individual with 3+ years’ comprehensive secretarial experience in fast-paced environments. Diverse tier-one customer care skills as well as exceptional clerical expertise.Very effective in providing administrative support activities compliant to department’s mission and procedures.
SPECIAL SKILLS
Technological
• Microsoft Office: Excel, Word, and PowerPoint and Outlook Calendars
• Digital PABX
• Popular computer software
• Typing Speed: 50 WPM
· Able to use office equipment like copiers, fax’s, scanners, printers, computers and office software.

Customer Care
• Proven customer service and organizational skills
• Able to answer telephone calls and greet visitors efficiently

Interpersonal
• Knowledge of business principles
• Ability to work independently
• Knowledge of information and communication management
• Excellent team building and bookkeeping skills
• Detail oriented; able to multi-task
• Great attention to detail

Communication
• Preparing and proofreading reports and forms
• Bilingual – English and French
PROFFESSIONAL EXPERIENCE:
Year (Location)
:
2014 – 2016 (Ghana)

Organisation

:
Global Mining Services

Role


:
Secretary/ Assistant Administrator
Duties as a Secretary/Assistant Administrator
· Prepared periodical report, administration of database and reporting mechanism of customer complaint, suggestions, action taken, etc. 
· Handled customer issues by phone and face to face
· Following standardized company procedures relating to all aspects of Office performance.

· Performed difficult, varied and confidential administrative duties
· Prepared letters for administrators and staff
· Recorded Daily amount of fuels used by machineries.
· Keep record of amount of Gold Mined Per day
· Collected, compiled, arranged and retained reports, records, files and data
Screened telephone calls and guests and resolved routine and multifaceted inquiries
· Maintaining suitable and sufficient office stationary levels.

· Establishing stationary requirements for the Office.

· Updating databases with confidential and relevant information.

· Ensuring that all information and documentation is compliant with guidelines of the Data Protection Act.

· Coordinating and communicating activities for the Office, including all employee events. 
· Typed forms, contract details, petty cash expense reports, purchase orders, internal mail.
· Prepared daily reports using Microsoft Excel
· Handled the responsibilities of a receptionist in her absence

· Indexed correspondence according to alphabetical order

· Organized business documents in systematic order

Year (Location)
:
2013-2014 (Ghana)

Organisation

:
Seneps Data Solutions

Role


:
Secretary/Administrative Assistant
Duties

· Performed difficult, varied and confidential administrative duties
· Prepared letters for administrators and staff
· Collected, compiled, arranged and retained reports, records, files and data
· Typing, setting,editing and arrangement of final year students’ thesis.

· Assists with the establishments, revisions and maintenance of office procedures and policies.
· Reviews, proofreads, and edits documents prepared for the Managing Director’s signature.
· Good Command on Business /Legal correspondence.
· Carries out specific projects and research as assigned by the Managing Director.
· Performs related tasks as assigned.
· Drafting, Circulating, Managing, Compiling minutes of Board Meeting
· Preparation of Board Resolutions, follow up, circulations, coordination and management
· Insert customer and account data by inputting text based and numerical information from source documents within time limits

· Compile, verify accuracy and sort information according to priorities to prepare source data for computer entry

· Review data for deficiencies or errors, correct any incompatibilities if possible and check output

· Apply data program techniques and procedures

· Generate reports, store completed work in designated locations and perform backup operations

· Keep information confidential

EXPERIENCES FROM PREVIOUS WORK:
· Good telephone manner

· Ability to work unsupervised

· Ability to put clients at ease

· Handling queries and directing to appropriate department

· Transcribing numerous documents, with different levels of perceived difficulty

· Overseeing the work of junior typists

EDUCATION QUALIFICATION:

· Tertiary: University of  Cape Coast




2013 - 2015
· Secondary School: KonongoOdumasi Higher Secondary School
2009 – 2013
· Junior Secondary School Certificate: Prempeh College

1995 - 2009
Training Institute: Aptech Computer Institute



2009
PERSONAL INFORMATION:
· Date of Birth
: 
9th June, 1993
· Sex

: 
Male

· Marital Status
: 
Single

· Home town
: 
Anomabo, Ghana 
· Nationality
: 
Ghanaian 
PASSPORT DETAILS: 

· Place of issue

:
Accra, Ghana 
· Visa Status 

:
Tourist Visa     

HOBBIES:

Science enthusiasts, enjoy reading scientific magazines and related articles, watching action and science fiction movies, playing soccer games, fishing, listening to music, solving mathematics problem in algebra, calculus, and loves travelling.
DECLARATION:

I certify that the above are true and correct to the best of my knowledge and ability. If given a chance to serve you. I assure you that I will execute my duties for the total satisfaction of my superiors.
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