                                                                                                     
                                                           CURRICULUM VITAE
PERSONAL   DETAILS:
Name

: NANCY 
Gender    
: FEMALE                                                                               

Visa status
: RESIDENT VISA





Nationality
: CAMEROONIAN

Country
: CAMEROON


Marital status
: SINGLE


Nancy.355323@2freemail.com
Position of interest:    OFFICE ASSITANT
OBJECTIVE:

      A well mannered, polite and hard working Office Assistant  with experience of contributing the day-to-day operations of the Office to meet  standards & provide consistently seamless guest service . Having a proven ability to create a pleasant, safe, welcoming and clean environment for guests. Punctual, flexible and with an eye for detail and an ability to ensure a professional, efficient and effective Office Assistant. I am currently looking for a suitable enterprise that offers variety and the opportunity to develop both personally and as a team.
Overview:


A result oriented self-starter, efficient and effective communicator, problem solver, with ability to focus on solutions.  Maintains office operations by receiving and distributing communications; maintaining supplies and equipment, picking-up and delivering item, serving customers.
WORKING EXPERIENCE: 

Company        Emrill Services LLC
Duration
March  2015 – Until Present Date

Position
Housekeeping Attendant at Dubai Airport Terminal 3

RESPONSIBILITIES: Is directly accountable for all duties identified on the cleaner work routine assigned by the Housekeeping Services Supervisor. Performs seasonal or special event project work as assigned by the Housekeeping Services Supervisor.
KEY QUALIFICATIONS:
Office Experience - General, Scheduling, Telephone Skills, Typing, Documentation Skills, Meeting Planning, Verbal Communication, Written Communication, Dependability, Attention to Detail, Administrative Writing Skills.

ORANGE CAMEROON-BUEA (June 2013-July 2014)
RESPONSIBILITIES:
· Forwards information by receiving and distributing communications; collecting and mailing correspondence; copying information..
· Maintains supplies by checking stock to determine inventory levels; anticipating requirements; placing and expediting orders; verifying receipt; stocking items; delivering supplies to work stations.
· Maintains equipment by completing preventive maintenance; troubleshooting failures, calling for repairs, Monitoring equipment operation, Monitoring and purchasing meter fund.
· Serves customers by backing-up receptionist; answering questions; forwarding messages; confirming customer orders; keeping customers informed of order status..

· Building the loyalty of the client by being available and providing assistance whenever needed.

· Maintains office schedule by picking-up and delivering items using automobile.
 
· Updates job knowledge by participating in educational opportunities.

·  Enhances organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments..
 PROFESSIONAL EXPERIENCE:

 INTERNATIONAL SOAP FACTORY -BAMENDA (May 2011-April 2013)
· Answer phones and transfer to the appropriate staff member.

· Take and distribute accurate messages.

· Greet public and clients and direct them to the correct staff member.

· Coordinate messenger and courier service.

· Receive, sort and distribute incoming mail.

· Monitor incoming emails and answer or forward as required.

· Prepare outgoing mail for distribution.

· Fax, scan and copy documents.

· Maintain office filing and storage systems.

· Update and maintain databases such as mailing lists, contact lists and client information.

· Retrieve information when requested.

· Update and maintain internal staff contact lists.

· Co-ordinate and maintain staff administrative records such as staff parking, staff phones and company credit cards.

· Type documents, reports and correspondence.

· Organize travel arrangements for staff.

· Co-ordinate and organize appointments and meetings.

· Assist with event planning and implementation.

· Monitor and maintain office supplies.

· Ensure office equipment is properly maintained and serviced.

· Perform work related errands as requested such as going to the post office and bank.

· Keep office area clean and tidy.
EDUCATIONAL BACKGROUND:

· G.C.E ADVANCED LEVEL CERTIFICATE     2012

· G.C.E ORDINARY LEVEL CERTIFICATE      2010
· H.N.D HIGHER NATIONAL DIPLOMA CERTIFICATE  2014
Other skills:
MS Office {Ms Word, Ms Windows, Excel, Internet), Power point, Publisher}
Language skills:
Language



           Speaking


            Writing
English
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EXCELLENT
FRENCH
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