TCHIEKOUA 

Tchiekoua.356676@2freemail.com

PERSONAL SUMMARY

Analytical and detail-oriented professional with experience coordinating, planning, and supporting daily operational and administrative functions to excel in an Office/HR/Administrative Assistant role. I am a hardworking person with competences in diverse domains with good interpersonal skills. Moreover I have the ability to pay attention to detail, and have an approachable, polite with a friendly smile and attitude. I am currently looking for an Office Assistant position in a company that offers opportunities for career progression.
I have the ability to pay attention to detail, and have an approachable, polite with a friendly attitude. I easily adapt to new situation and capable of anticipating and preventing the occurrence of problems. Moreso, I  am currently looking for a focused position in a company that offers opportunities for career progression.

KEY SKILLS AND COMPETENCIES
· Good communication and negotiation skills.
· Ability to handle customer and employees enquiries and complaints.
· I am adaptable and can work well in a team and people from different cultures.
· Flexible to meet the demands of the business and a positive ‘can do’ attitude.
· Efficient in time management.
· Can stay calm in crisis situations.
· Willing to work days, evening and weekends.

· Demonstrated capacity to provide comprehensive support for senior-level staff, including managing and coordinating projects and processes in support of effective business operations. 
· Proven track record of accurately maintaining detailed records, generating reports, coordinating meetings, and multitasking within fast-paced atmospheres. 
· Adept at managing and streamlining administrative processes to reduce errors, improve accuracy and efficiency, and achieve organizational objectives. 
·  Outstanding interpersonal, customer service, leadership, and organizational skills; thrive within detail-oriented, deadline-driven environments. 
·   Proficient in Microsoft Office Suite (Word, Excel, Outlook, PowerPoint) and managing, arranging, and coordinating executive calendars, travel, contacts, conference bridges, appointments, and luncheons/events.
WORK EXPERIENCE
Breweries of Cameroon

From October 2016 – March 2017   
· HR and Administrative Assistant
From January 2016 – September 2016

· HR and Administrative Assistant 

From September 2015 – December 2015

· HR and Administrative Assistant 

From June 2015 – August 2015

· HR and Administrative Assistant
From July 2014 - September 2014

· HR and Administrative Assistant
Job Responsibilities:
· Phone & Fax Management that is picking up, screening and fielding phone calls and faxes. 
· Calendar & Scheduling. Manage company calendars and schedule and/or coordinate events ,assisting with travel arrangements for managers and staff, along with internal or external meetings or conferences held within the office.

· Professional support. Helps in preparing presentations, spreadsheets, documents and contracts, documentation and filing, quotes requests, supplier relations and a host of other administrative support functions. 

· Auxiliary Tasks. photocopying, distributing mails, collating, logging and filing of documents that come in or are sent out via courier services and keeping hard copies of important emails. Manage company contact lists for internal contact information, supplier contacts and client contact information.

· Provides job candidates by screening, interviewing, and testing applicants; notifying existing staff of internal opportunities; maintaining personnel records; obtaining temporary staff from agencies.

· Pays employees by calculating pay; distributing checks; maintaining records.

· Administers student loan, medical insurance, savings bond, and disability programs by advising employees of eligibility; providing application information; helping with form completion; verifying submission; notifying employees of approvals.

· Monitors unemployment claims by reviewing claims; substantiating documentation; requesting legal counsel review.

· Maintains human resources records by recording new hires, transfers, terminations, changes in job classifications, merit increases; tracking vacation, sick, and personal time.

· Orients new employees by providing orientation information packets; reviewing company policies; gathering withholding and other payroll information; explaining and obtaining signatures for benefit programs.

· Documents human resources actions by completing forms, reports, logs, and records.

· Updates job knowledge by participating in educational opportunities; reading professional publications.

· Accomplishes human resources department and organization mission by completing related results as needed.

EDUCATION& TRAINING
2013 – 2015: CRADAT (Regional African Centre of Administration and Labour): Professional Master’s degree in Human Resources Management
2009 – 2012 : University of Yaoundé II : Bachelor’s degree in Law 
2007 – 2009 : CCSS (Christian Comprehensive Secondary School)
:G.C.E Advanced Level (General Certificate of Education)
HOBBIES:
Football, traveling, meeting new people

