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AGNES 
Agnes.149618@2freemail.com 
PERSONAL SUMMARY
Receptionist/secretary with 5 years experience who is an excellent communicator and organised, can handle computing management and able to maintain systematic filing.
Personal Information
· Born : 29th June 1977 
· Sex : Female 
· Citizen of : Zimbabwe 
· Marital Status : Single 
HIghlights:
· Able to type 70 words per minute 
· Can handle computer software and internet abilities 
· Self motivated 
· Reliable 
· Exceptional ability to multi task effectively 
· Able to work under pressure 
· Able to work as a team 
EXPERIENCE
Matanuska (Pvt) (Ltd) Audio Typist (Harare, Zimbabwe)
October 2007-April 2017
DUTIES:
· Downloading work from the internet for a housing agent company in England and typing filling in inventory, check in and check out templates using audio voice files and emailing them back 
Bruno Enterprises (Pvt) Ltd ​Secretary/Receptionist (Harare,Zimbabwe)
November 2004 to May 2007
DUTIES:
· Receiving and assisting visitors 
· Answered all incoming calls and made sure that messages were distributed to the proper personnel 
· Organised reception area, was responsible for making sure area was clean at all times 
· Collected all incoming mail and outgoing mail and distributed accordingly 
· Administration duties e.g buying foodstuffs and requirements for workshop staff 
· Preparing board meetings 
· Typing all company documents 
· Minuting board meetings 
· Emailing 
· Faxing 
P & I Trading (Pvt) (Ltd) ​Secretary/Receptionist (Harare,Zimbabwe)
1998
DUTIES:
· Receiving and assisting visitors 
· Typing all company documents 
· Answering phones 
· Invoicing 
· Faxing 
· Photocopying 
· Preparing Quotations 
· In charge of pantry 
EDUCATION
Part secretarial Diploma (Pitman) Subjects Trust Academy Of Learning (2001-2002)
Ordinary Level-Girls High School Harare (1991-1994)
Passes in the following: English language, Shona, Fashion and fabrics, Commerce, Geography
Medusa Promotions Harare
Modelling and Grooming
REFERENCES
· Available on request​. 
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