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CURRICULUM VITAE 
OFORI
OFORI.366830@2freemail.com  
OBJECTIVE

To seek a challenging career opportunity in administration that would offer good atmosphere to learn, grow and apply my skills for achievement of personal advancement and organizational tasks.

PROFESSIONAL EXPERIENCE
· Worked as CASHIER in Fengfan Advertising Company Limited, Ghana from 2009-2011

Duties:
· Handling all cash transactions

· Issuing receipt

· Receiving  payment by cash and Cheques
· Guiding and solving queries of customer
· Worked as SECRETARY in Finish Point Ghana Limited, Ghana from 2011-2014.
Duties:
· Maintaining effective records and administration

· Answering telephone calls

· Arranging appointment

· Organizing and servicing meetings

· Typing and word processing

· Worked as Administrative Assistant Medlorm Ghana Limited from 2014-2016

Duties 

· Performing data entry and scanning documents

· Answering calls from customers regarding their inquiries

· Maintaining office supplies for department

· Scheduling and coordinating meetings and appointments

· Assisting in resolving any administrative problems

EDUCATION

· Mpreaso Senior High School       General Arts , 2004-2007
· Pat Computer Training School.    IT , 2008-2009
· Access Management Consult       Banking Operation Course 2016.
SKILLS 

· Hardworking and determined

· Fast learner with multitasking capabilities

· Excellent communication skills
· Decision making
· Ability to work in pressure situation .

DECLARATION 
I hereby declare that the above given information is true to best of my knowledge and belief.
