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CURRICULUM  VITAE       
STELLA 
E-mail: STELLA.350912@2freemail.com 
                               Post Applied For: Receptionist
Career Objective:

A receptionist position in an organization, where I can utilize my skills and abilities, to contribute to the growth and development of the organization.

Extra Qualification
· Work independently with positive attitude.
· Well organize and efficient.
· Work well under pressure and welcome new challenges.

· Co-ordinate with colleagues during working hours.

· Ability to maintain friendly relationship with-in and around.

· Honest, friendly, sociable and punctual

· A good level of written and verbal communication skills.

· Adaptive to change and ability to multi-task.

Personal Details: 

Marital Status  
: 
Married

Nationality                
: 
Nigerian  

Religion

:
Christian 
Gender

:
Female
Language Known       :
English & Igbo
Passport Details:-

Date of Expiry
:
05/01/2020
Place of Issue

:
Nigeria 
Educational Qualification: 
· Graduate (B.Sc, Chemical/ Petroleum Technology) from University of Jos Plateau State - Nigeria 
Extra Qualification: 

· Cisco Networking Academy, University of Jos Plateau State – Nigeria.
· I.T Essentials: PC Hardware and Software
Work Experience: 
· Kayhelt Pharma LTD, Nigeria.
Position: Receptionist
Duration: 2012 -2014
· Mainstreet Bank (Now Sky Bank), Nigeria.
Position: Receptionist
Duration: 2014 -2015
· Haagen Dazs Cafe, Dubai
Position: Hostess

Duration: 2015 - Present
Job Description:  

· Word processing
· Proper documentation and filing of files and document.

· Greet and direct visitors to the correct destination 
· Typing of documents

· Dealing with telephone and email enquiries
· Scheduling and attending meetings
· Keeping diaries and arranging appointments;
· Liaising with staff in other departments and with external contact.

· Daily update on Clients.

·  Deal with queries from customers professionally and efficiently
· Gives accurate information to customers

I sincerely hope that my application will receive your kind attention and opportunity for an interview at your earliest convenience.
Thank you.
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