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Name                  :         FUILAM
FUILAM.348074@2freemail.com  

Nationality       :         CAMEROONIAN

Date of Birth
:        16 JUNE 1981

Marital status
:        SINGLE

Visa

:        VISIT VISA

Language
:        ENGLISH, FRENCH

ADMINISTRATIVE ASSISTANT 
CAREER OBJECTIVE

Seeking employment opportunity where I can employ my professional skills and talents to make a positive contribution to the realization of the Vision and Mission of the company, accompanying it to its emergence in a highly competitive business environment, as well as enhancing my personal development in pursuance of my professional goals.

EDUCATION

GCE Ordinary Level:    2000

GCE Advanced Level:   2002

Bachelors in Philosophy: 2009

MBA in Human Resources Management and employment relations (ABD)

Occupational safety (ongoing Online)
ROFESSIONAL EXPERIENCE:

· EXECUTIVE ASSISTANT IN THE CATHOLIC UNIVERSITY INSTITUTE OF BUEA (CUIB) 2012-2016

· ADMINISTRATIVE ASSISTANT, ST. JOSEPHS COLLEGE SASSE, BUEA 2010-2011

__________________________________________________________________
Responsibilities

· Answer and direct phone calls

· Develop and maintain various data base eg. Students, parents etc  

· Organize and schedule appointments

· Plan meetings and take detailed minutes

· Write and distribute email, correspondence memos, letters, faxes and forms

· Assist in the preparation of regularly scheduled reports

· Develop and maintain a filing system

· Update and maintain office policies and procedures

· Order office supplies and research new deals and suppliers

· Maintain contact lists

· Book travel arrangements

· Submit and reconcile expense reports

· Provide general support to visitors

· Act as the point of contact for internal and external clients

· Liaise with executive and senior administrative assistants to handle requests and queries from senior managers

SKILLS

 Knowledge of office management systems and procedures

 Working knowledge of office equipment; printers, computers, fax, scanners etc

 Proficiency in MS Office (MS Word and MS PowerPoint, MS Excel)

 Excellent time management skills and the ability to prioritize work

 Attention to detail and problem solving skills

 Excellent written and verbal communication skills

 Strong organizational skills with the ability to multi-task

·  Excellent team member and leader

·  Fast learner
·  Proactive and fore-sighted.
LANGUAGES

· English: Excellent
· French:   Fair

