                                                    CURRICULUM VITAE     
Shulika.358300@2freemail.com                       
Secretary/Administrative Assistant 
PERSONAL INFORMATION:

Name

          :  Shulika                                       

Date of birth         : 7th March1992

Visa status
          :  Employment
Gender                   : Female
                  
Nationality
          : Cameroonian
CAREER OBJECTIVE:

An efficient, organized and experienced secretary with a proven track record of successfully managing simultaneous projects and meeting deadlines consistently and accurately.Fast and effective secretarial skills, and having a strong administrative background coupled with excellent computer skills, extensive experience in organizational, administration, computer and office management facilities and provision of complete secretarial support. A self-motivated worker who is capable to communicate effectively at all levels. Seeking for placement in any collaborative and challenging environment where integrity and cooperate governance are highly valued with objective to improve my career and support the organization to achieved its goals.
Current Company:     Modern Building Contracting Company

Contract Start/End:   March 2015 – To May 2017
Position:                    Secretary (Project Office)

DUTIES AND RESPONSIBILITIES:


· Answer/transfer telephone calls and relay messages to concerned personnel.
· Constantly reviewing active files and following up with contractors to ensure compliance with set timelines.
· Compile & submit monthly construction reports to the consultant.
· Preparing daily report and activities and submitting it before 9am.
· Creating and updating Excel spreadsheets for all submittals and making sure that all submittals received from consultant are being updated daily and made available for monthly report or any time required.
· Maintaining construction documentation and project plans. 

· Preparing submittals such as (material, sub-contractor, prequalification, document, shop drawing, technical, supplier, sample tag, request for information and inspection request submittals
·  Ensuring quality formats being used adequately for correspondences, submittals, transmittals to clients, consultants, subcontractors and within divisions and departments.
·  Maintain documentation for projects under taken by Contracting Division making in use the project numbering system for easy traceability and proper filing (soft and hard copy).
·  Preparing Local Purchase Order (LPO).
· In - charge of handling petty cash for site expenses.
· Organizing and keeping well-organized files and ensure confidential information and       documents are handled with complete discretion.
· Teaching newly recruited secretaries regarding secretarial duties and giving feedback on their performance.
· Preparing letters for consultant and other subcontractors.

· Making sure that all submittals submitted to the consultant and other sub-contractors has a receiving copy as evidence of submission.
   Position: Secretary (Head office)

       DUTIES AND RESPONSIBILITIES:

· Answers/transfer telephone calls and relay messages to concerned personnel both internally and externally engaged.

· Booking and follow up of tickets for employees going on vacation.

· Typing of letters such as offer and warning letters, internal memos and various correspondences.
· Receiving invoices from sub-contractors and suppliers and forwarding them to accounts department.

·  Faxing, Photocopying and Scanning.
· Preparing employees annual leave salary using Caesar system.

· Working in collaboration with all the departments.

· Receiving and directing visitors.

· In - charge of handling Petty Cash Expenses.
· Sending and receiving emails and forwarding them to the concerned persons.
       ORGANIZATIONAL AND PERSONAL SKILLS:

·  Super organizational and time management skills. 
· Very high standard of English, grammar, punctuation and spelling. 
· Trustworthy and able to work in highly confidential environments.
· Articulate with excellent communication and interpersonal skills.
· Ability to accurately maintain computerized and manual filing/documentation systems.
     AREAS OF EXPERTISE:

· Administrative support

· Managing stationary

· Document management

· Secretarial support
     KEY SKILLS AND COMPETENCES:
· Innovative with good analytical skills, loyalty, faithful, obedient, willing to work under pressure.

· Good attitude for team work.
· Always willing to learn and adapt very fast.
· Can conveniently work with people from multicultural background. 

· Very good communication skills and good in human relationships, enthusiastic, and have excellent customer service skills.
    EDUCATION QUALIFICATION:   
·    University Education: HND (Higher National Diploma in Business Management(2014)
· High School Education: GCE Advance Level Certificate in Business Studies (2012).
· Secondary School Education: GCE Ordinary Level Certificate(2010)
· Primary School Education: First School Leaving Certificate.

     LANGUAGE PROFICIENCY:
· English; can speak and write English excellently.
· French; Basic knowledge.
· Hobbies; Reading, Traveling, Participating in community development, handball, singing and acting.
                                     References: Available upon request.
