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	Enthusiastic, Hardworking and Customer-centric professional offering valuable experience, skills and attributes for a solid career foundation in a progressive enterprise. Gained 4+ years of practical work experience in handling Office Administrator, and Customer Service related functions. Displayed efficiency in providing general administrative support including mailing, scanning, faxing, copying and other clerical and administrative support to management/employees. Demonstrated ability to multitask, prioritize job responsibilities, and perform well under pressure. Desirous for continuous learning with excellent analytical, problem-solving, organization, coordination, time management, communication, and interpersonal skills. Seek a solid career foundation and good outcome within a growing organization that provides an opportunity for career growth and professional experience.


	STRENGTHS & SKILLS


	· Gained 4+ years experience in diversified industry
	· Competency in Office Assistant/Customer Service

	· Excellent coordination & time management skills
	· Strong Organization/Analytical & Problem-solving

	· Capability to deal with phone and email inquiries
	· Exemplary verbal & written communications skills

	· Ability to work under pressure and meet deadlines
· Possess Integrity, Creativity, Honesty & Teamwork
	· Capacity to handle pressure with ease & efficiency
· Receptive, self-starter and vibrant personality


	

	

	



Office Administrator – Federal  Airport Authority Secondary School Calabar, Nigeria

Customer Service Representative – South Gate Hotel Asaba, Delta State Nigeria


	

	

	



	Office Girl
· Monitor the use of equipment and supplies within the office. Deal with queries or requests from the visitors and employees. Help the associate, staff, or other management staff in doing their responsibilities.

· Coordinate the maintenance & repair of office equipment. Assist other administrative staff in a wide range of office duties. Collect and distribute couriers or parcels among employees and opening and sorting emails.

· Help the receptionist, secretaries, or other administrative assistants in performing their duties.

· Cooperate with office staff to maintain proper interaction and a friendly environment within the office.

· Collect and distributing couriers or packages among workers and starting and searching messages.

· Cooperate with workplace personnel to maintain proper connections and a friendly environment within the office.

· Offer water, tea, and drinks to the visitors and staff, manage files and documents and provide them to the staff when asked.
Assistant Customer Service
· Greet visitors or callers and handle their inquiries or direct them to the appropriate persons according to their needs.

·  Answer customer inquiries or passing them on to the appropriate department. Provide assistance to customer service personnel.
· Organize and schedule customer orders to an appropriate department. Give information and help to solve customer problems.

· Assist in selling products and taking orders. Ensure customer orders are met on time.

· Interact with customers and arrange services to know their requirements and needs.

· Process complaints and, if appropriate, issue refunds. Take information from customers and entering it on a database. Assist in resolving conflict and complex issues relating to customer services.

· Maintain and manage customer files and databases. Assist customers in locating the required merchandise.

· Coordinate and collaborate with cross-functional teams to ensure quality services to customers.

· Implement company policies and procedures in providing good customer services.


	

	

	



Office Administrator – Federal  Airport Authority Secondary School Calabar, Nigeria

                


· Coordinated office activities and operations to secure efficiency as per the compliance to the company policy. Provided administrative support for the operations team. Coordinated project deliverables.
· Conducted clerical duties such as filing, answering calls, responding to emails and preparing documents.
Customer Service Representative – South Gate Hotel Asaba, Delta State Nigeria



· Greeted customers and direct them to their respective lodging rooms.
· Performed accounting tasks, including invoicing and budget tracking.
· Kept the proper records of all inventory information.
· Answered calls from customers and making sure that their request is granted respectively.
	

	

	


	


· Higher National Diploma – Delta State Polytechnic Ozoro, Nigeria - 2018

· Senior Secondary School Certificate – Ohorduah Secondary School, Nigeria - 2012

· Basic Knowledge in MS Office application (Word, Excel, & Internet).
	

	

	



Nationality

:
Nigeria
Date of Birth

:
02nd May 1993 

Marital Status

:
Married
Visa Status

:
Visit Visa
Languages

:
English
Personal Contact
: 
blessing-396987@2freemail.com 
Reference

:
 Mr. Anup P Bhatia, HR Consultant, Gulfjobseeker.com 0504753686
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